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FOREWORD

I. This BASIC version of part 13 provides customers and organi zati on commanders wi th nost
of the information they need to obtain effective supply support fromthe Standard Base
Supply System (SBSS) and to conduct efficient day-to-day supply operations with Base
Supply. This publication explains standard supply procedures and practices at the

organi zational level and applies to all users of the SBSS. It replaces AFMAN 23-110,
Volume 2, Part 13, BASIC, 1 April 1997.

2. There were no outstanding PIMs for this part 13; therefore, there will be no list of
out standi ng PI Ms provi ded.

3. SPECIAL NOTES:

3.1. This part 13 is formally distributed on the Air Force Electronic Publishing
Library’s (AFEPL) CD for actual customer requirements being ordered through your local
Publication Distribution Office (PDO). Currently, it is provided in a Microsoft Word or
Adobe Acrobat Reader format only on the AFEPL until the viewer software is upgraded or
changed in the future.

3.2. It also appears on the Air Force Manual 23-110, Volune 2 (CD), BASIC, 1 July 1997,
as a ‘“‘courtesy copy only” due to present avail able space on the CD-ROM and as a conplete
AFMAN 23-110, Volune 2, reference point for our Standard Base Supply System ( SBSS)
operating locations. This is provided in the format avail able using the |atest Guide
Reader view ng software.

3.3. Future versions will update/renpove erroneous references and add ot her custoner
enhancenents in accordance with applicable Air Force and DOD st andards.



4. This CD s narrative changes consist of:
4_.1_. Chapter 1:

4.1.1. Renoves reference for organization commanders/O Cs to provide letters of
aut hori zati on for Base Automated Service Store shopping (paragraph 1.10.).

4.1.2. Changes incorrect reference in section A paragraph 1.10.2., from AFM 67-1, vol une
1, part 1, chapter 20, section H to AFl 21-202, Conbat Anmmunition System Procedures.

4_2_. Chapter 3: Changes War Reserve Materiel (WRM Urgency Justification Code (UJC) BT
to AT and High Priority Mssion Support Kit (HPMBK) UJC BZ to 1Z (attachnent A-8,
paragraph A8.1.). (These changes correct previously-published erroneous information.)

4_.3. Chapter 4: darifies procedures for organizational turn-in/disposal of computers
(section A, paragraph 4.6.2.6.).

4_.4_. Chapter 8:
4.4.1. Deletes reference to AFR 50-10 in section A, paragraph 8.5.1.9.
4.4_.2. Changes reference from AFR 20-14 to AFl 23-111 in section A, paragraph 8.5.1.11

4.4_.3. Changes reference fromAFR 74.2 to AFl 21-113 in section E, paragraph 8.22.11.
and AFR 172-1 to AFl 36-2803 in paragraph 8.22.13.

4.4_.4. Changes command synmbol AFLC to AFMC in attachnent B-2.
4.4.5. Changes reference fromAFR 74-2 to AFl 21-113 in attachnent E-1
4.5. Chapter 9:

4.5.1. Adds Special Purpose Recoverabl es Authorized M ntenance (SPRAM /bench nock-up
requi sitioning procedures to paragraph 9.4.1

4.5.2. Deletes reference to AFR 50-10 in paragraph 9.4.3.2.1.

5. Changed information fromthe April 1997 version of part 13 is highlighted in yellow.

WLLIAM P. HALLIN
Lt Ceneral, USAF
DCS/ I nstal | ati ons and Logi stics



CHAPTER 1 STANDARD BASE SUPPLY CUSTOMER®"S PROCEDURES
SECTION A GENERAL AND ADMINISTRATIVE
1.1. CHAPTER SUMMARY

This chapter covers standard practices and procedures that are inportant to
customers of the SBSS. In this chapter, several areas are discussed to include
an introduction to the SBSS, relationship between the SBSS and the custoner,
organi zational and Issue Priority System Precious Metals Recovery Program the
Zero Overpricing funds, Uniform Materi el Movenent Program and Base Supply
Training, the Air Force Stock Fund, and the Reparable Stock Fund Division Policy
on itens renoved fromthe AVARC

1.2. OVERVIEW

This section outlines the procedures for custonmers to follow in conducting
day-to-day operations with Base Supply through the SBSS, and it defines the
responsibilities and duties of Supply customers and equi pnent custodians in
relation to their interaction with Base Supply. The basic concepts, guidelines
and procedures described in this section apply to all activities that use the
SBSS.

1.3. INTRODUCTION TO THE SBSS

Ceneral. The SBSS is an accounting system consisting of standardi zed
conput er equi pnent, prograns, procedures, and supply policy. This system provides
base activities with their supply needs and enpl oys a SBLC to account for
supplies, equipnment, petroleum oil and lubricants (POL), nunitions, and
clothing. Wth the SBSS, |ogisticians, custoners, and commanders can track every
itemin the supply systemthrough standardi zed progranms and procedures.

1.3.1. Scope. Al Air Force activities use the SBSS for accounting on both a
[ine-itemand dollar basis.

1.3.2. SBSS Rel ationship with A&. Materiel accounting consists of both item
records and financial records. The DAO is responsible for maintaining financial
records. Under this system Base Supply and A& share conmon item and fi nanci al
records stored in the SBSS database. Both Supply and A&F personnel input and use
the sane data for managenent, appropriation, general |edger, inventory control
and financial accounting. This publication contains several references to A&F
data, but refer to AFM 177-206, Automated Materiel Accounting System Integrated
wi thin Standard Base Supply System DOO2A/ GV Users Manual, to find detail ed A&
pol i ci es and procedures.

1.3.3. Resources. Base Supply personnel use the SBLC to store and maintain

i nventory and financial records and generate reports. This chapter contains a
listing of the nost widely used supply fornms needed to transact within the SBSS.
Part 2, chapter 7 contains sanples of nost of the managenment products (reports
and |istings) used in Base Supply.

1.3.4. SBSS bjectives. The entire SBSS was designed to neet the custoner's
needs. Although the systemmy at first seem conpl ex, SBSS prograns and
procedures are all extensions of the basic supply requirenents to order, receive,
store, control, and issue property. The primary goal of the SBSS, relating
directly to managers' responsibilities, is to provide:



1.3.4.1. Standardi zed nanagenent data for all |evels of nanagenment which shows
the effectiveness of the supply system gives managers control of their

i nventories and the power to enforce supply discipline, which mnimzes fraud,
wast e, and abuse of resources.

1.3.4.2. Managers with accurate and current data for budget and buy prograns.

1.3.5. Base Supply Custonmer Contact Points. Accordingly, custonmers have four
primary points of contact wthin Base Supply:

1.3.5.1. Custoner Service. This is the primary point of contact for all supply-
rel ated questions and queries.

1.3.5.2. Retail Sales. This section consists of the Base Service Store, Too
| ssue Center, and Individual Equipnent. Here, one can "shop" for needed
housekeepi ng and adm ni strative supplies, handtools, and individual equipnent
such as personal and organizational clothing (i.e., flightsuits, work gl oves,
col d weat her gear, etc.)

1.3.5.3. Denmand Processing. Needed supplies other than those found in Retai

Sal es are ordered fromthis section. Mst MAJCOVs and bases have decentralized
demand and issue processing and parts-into-aircraft maintenance such as ACC s and
PACAF' s COSO, and USAFE s DASS, and AMC s AMOSE. Al so, USAFE and AMC bases have
decentralized supply functions and parts-into-vehicle nmaintenance.

1.3.5.4. Equi pnent Managenent. This is the point of contact for all matters
rel ated to equi prent managenent. Although these are the primary points of
contact, Base Supply al so has a Fuel s Managenment Flight responsible for

recei ving, storing, handling, issuing, and delivering all aviation and ground
fuels to custoners. |In addition, when it is the MAJCOM option, the Minitions
Account abl e Supply Oficer may be assigned under the COS and is responsible for
managi ng muniti ons commoditi es.

1.3.6. SBSS Procedures. All Air Force personnel must put established supply

procedures into effect in a way that best uses Air Force resources and at the

same time supports assigned mssions. The procedures in this part should help
t hem neet that objective.

1.4. CUSTOMER AND BASE SUPPLY RELATIONSHIPS

Customer Training. The supply custoner is an inmportant basic part of the
SBSS. To a large degree, the custoner's actions determ ne Base Supply's ability
to support m ssion requirenments. Because of this, organization conmanders need
to be aware of their responsibilities for managi ng government property in AFR 20-
14, Managenent of Government Property in the Possession of the Air Force (to be
repl aced by AFl 23-111). The COS will help commanders in their efforts by
providing an effective custoner training programas per part 2, chapter 2 and
AFCAT 36-2223. (Organization supply representatives who comruni cate, coordi nate
and cooperate effectively will have a nutual understandi ng of assigned m ssions,
hel p sol ve probl ens, and provide effective supply support.

1.4.1. Custoner Contact Point. Nornally, the primary point of contact for Base
Supply custoners is Custoner Service within the Managenent and Systenms Flight.
This office was established to provide customer assistance and has the
responsibility of receiving and resol ving custoner problens and conpl ai nts.
Customer Service may refer customers to the responsible function in Base Supply
for assistance. 1In all cases, requests for assistance nust be docunmented and the
custoner nust be notified of actions taken



1.4.2. Signature Authority Delegation. Unless mandated by public |aw, the COS
may del egate signature authority to the flight or section chief responsible for a
task. For exanple, where this part specifies review of a signhature on a listing
by a flight chief, the COS nmay del egate this task to the section supervisor
responsi ble for preparing and reviewing the listing. Such delegation will be
publ i shed as a suppl ement according to part 2, chapter 2. During his/her

absence, the COS nmay del egate signature authority for docunents (MLO, reports of
survey, etc.) requiring the signature of the accountable officer. However, this
del egation of authority must be in witing (letter of authorization) and approved
by the wi ng/base commander. Accordingly, if an organization has a simlar

del egation policy, it nust advise the Base Supply activity and furnish copies of
request ed docunentati on

1.5. DISPOSING OF DOCUMENTS

To di spose of Base Supply managenent products, refer to AFMAN 37-139,
Di sposition of Air Force Records, 67-series tables °

1.6. ALPHABETICAL INDEX

For a conplete naster index of supply subjects see AFM 67-1, volune 1, part
1. In addition, attachnent A-1 identifies related chapters in AFM 67-1 and AFMAN
23-110 which are on file in Base Supply. Customer Service will assist in using
any of these references.

1.7. SUPPLY FORMS

The following fornms are needed to obtain service and support from Base
Suppl y.

1.7.1. A r Force Forns

Number Title

126 Cust odi an Request Log

601 Equi pnrent Acti on Request

1230 St andard Reporting Designator (SRD) Candi date Infornmation
1445 Mat eri al s and Equi prent Li st

1996 Adj usted Stock Level

2001 Notification of TCTO Kit Requirenments

2005 | ssue/ Turn-in Request

2009-1 Manual Supply Accounting Record
1.7.2. AFTO Forns
Number Title

110 Techni cal Order/CPIN Distribution Record
350 Repai rabl e 1tem Processi ng Tag



1.7.3. DD Forns

Number Title

362 St at ement of Charges/ Cash Col |l ecti on Voucher
577 Si gnature Card
1131 Cash Col | ecti on Voucher

1348- 1A |ssue Rel ease/ Recei pt Docunent

1348-6 DoD Single Line Item Requisition System Docunent (Manual - Long Form
1574 Serviceable Tag - Materiel

1575 Suspended Tag - Materi el

1577-2 Unservi ceabl e (Reparable) Tag Materi el

1.7.4. Optional Forns

Number Title

83 NMCS (Not M ssion Capable Supply) (Label) (3 x 1 1/2")
84 NMCS (Not M ssion Capabl e Supply) (Label) (3 x 5")
274 Equi prent Warranty

1.8. ORGANIZATIONAL FUNDS

Base Supply personnel do not performfunds managenent responsibilities for
organi zati ons; however, their nmanagenent reports are hel pful when budgeting and
controlling the funds allotted to each organi zati on by the Base Conptroller to
pur chase supplies and equi prent.

1.8.1. Funding Requirenent. AFP 170-1, Resource Manager's Handbook, expl ains
resource managenent at base level. Operation and maintenance fundi ng should be a
primary concern of the supply customer as should the description of the Air Force
Stock Fund. Use of this handbook and cl ose coordination with the budget office
of the Base Conptroller and the funds nanager in Base Supply will help to
accurately plan and justify funding requirenents and will ensure managers use
allotted funds for their intended purpose.

NOTE: Mai ntenance organi zati ons nust budget and pay for repair parts used to
repair itens belonging to Base Supply (repair cycle assets).

1.8.2. Zero Overpricing Program (ZOP). To assist the supply custoner in
controlling and managi ng allotted funds, the Air Force has a programcalled ZOP
(AFM 67-1, volune 7, part 4). Using this program custonmers can and shoul d
chal | enge prices on itens that seemto be too high. It is inportant to review
supply docunents and listings for prices being charged. |If there are suspect
pricing discrepancies, contact Base Supply Customer Service to make a price
chal | enge. AF Form 1000, Suggestion, and AF Form 1046, Overpricing Referral, are
the forms to use to submt ZOP challenges. Be sure to include your tel ephone
nunber on the forns.

1.8.3. Custoner Fund Exceptions. As a general rule, AFSF are used to initially
procure materiel fromcomrercial or other governnment sources, and customner funds
are used only to rei nburse the AFSF, upon issue. Do not use custoner funds for
initial procurenent of supplies and equi pnent, except in a fewlinted instances.
The foll owi ng exceptions are authorized:

1.8.3.1. Credit card purchase of conmmodities other than fuels.

1.8.3.2. Central procurenment of Air Force books and peri odical s.



1.8.3.3. COPARS and COCESS. Also, see AFM 172-1, volume |, chapter 18, for a
conplete list of authorized exceptions.

1.9. REQUESTING NEW ORGANIZATION CODES

Based on AFR 11-4, Host-Tenant Support Responsibilities of US Air Force
Organi zati ons, support agreenments (if applicable) or upon activation of genera
orders, the organization commander nust submt a letter or formto Records
Mai nt enance in Base Supply to obtain an organi zati on code to begin receipt of
supply support for the organization's m ssion

1.9.1. Oganization Title (Exanple: 1607th Supply Squadron, 1001st G vil

Engi neer). O f-base organizations with an activity address code different from

t he host base nust place their activity address code in the first six positions
of the organization title, for exanple, FY7177, 6945th Scty Sq.

1.9.2. Oganization ldentification Code. This identifier consists of the

organi zati on nunber, kind, |evel codes, and detachment nunber, if applicable from
AFR 700-9, volune I, Information Systens Standardi zati on and Managenment Program
1.9.3. Force Activity Designator. Refer to the HQ USAF Program Docunent

1.9.4. Primary Delivery Point. Building nunber, room nunber, etc.

1.9.5. MAJCOM Code. Refer to AFR 700-9, volune |I or part 2, chapter 3

1.9.6. List of Serviceable or Unserviceable Property Pickup Points. The
customer infornms Pickup and Delivery personnel of these |ocations points.

1.9.7. List of Authorized Shops and Custody Recei pt Account Codes. Ildentify al
aut hori zed shops by type of function perforned. For exanple, vehicle tire shop-
supply will assign a two-digit al pha shop code. Assign civil engineering shop
codes according to this manual, part 2, chapter 3 and 31

1.9.8. List of all applicable AS Docunents. This does not restrict the use of
ot her ASs.

1.9.9. Specifics on Use of Consolidated or Separate Bench Stocks. The
organi zati on determ nes use.

1.9.10. Specifics on I CBM nai nt enance. The organi zati on determ nes use.

1.9.11. Satellite Account Requests. Specify stock record account nunber and
address of the DRMO servicing the satellite.

1.9.12. AW Delivery Destination. |If applicable, follow |ocal procedures.
1.9.13. CAMS. Show identification code, if applicable.

1.9.14. Weapon Systens and End-ltens by SRD. Show t hose being supported by the
organi zati on.



1.9.15. Distribution of Listings. After the Records Mi ntenance personnel | oad
t he organi zation record, they forward the correspondence to Supply Distribution
who, in-turn, establishes a pickup point in Base Supply for the custoners
managenment reports and listings. |If the organization is |ocated off base, Base
Supply can arrange to have the listings mailed to the address specified on the
ori ginal request.

1.10. AUTHORIZATION TO RECEIPT FOR PROPERTY

Organi zati on conmanders are responsi ble for designating and submtting to
Base Supply by letter or form the names of their organizati on personnel who have
the authority to receipt or sign for property. There are several areas which
nmust be addressed.

1.10.1. BASS

1.10.1.1. Administrative Supplies. Al personnel are authorized to shop and
procure supplies through the BASS. The organi zati on comrander or O C of the
function to which an account is assigned may designate internally who can
purchase materials through the BASS, but BASS personnel will not validate or
verify such an authorization

1.10.1.2. Handtools (Expendabl e and Equi pmrent Managenment Code 1 Only). Foll ow
t he procedures specified for adm nistrative supplies.

1.10.1.3. Warranted Tools. Base Supply Tool Issue Center personnel manage
warranted tools, but contractors supply them These tools have a warranty or
guarantee. Only specific activities may purchase warranted tools and participate
in the Warranted Tool Program The participating activities are: Aircraft,

M ssile, and Munitions M ntenance (USAF, AFRES, and ANG. Oher activities can
purchase quality tools, to include a warranty if desired, under the current |oca
purchase gui delines. Bases or MAJCOVs can devel op their own procedures on future
| ocal purchase tool contracts as long as they follow the basic | ocal purchase
policy. Bases or MAJCOVs can establish procedures for purchases under new
contracts, but the old contracts and procedures to exchange tools nust remain in
pl ace to provide gui dance on tools purchased under existing contracts. Though
these contracts are not in effect for newtools, the warranty is still valid.
Econonmics is not the only factor involved when detern ning whether to use the
Warranted Tool Prograny however, bases and MAJCOMs shoul d conpl ete an economic
anal ysis. The anal ysis should show a reasonabl e payback period that can be

bal anced with the factors involved with the use of warranted tools. For nore
det ai | ed gui dance, base and MAJCOM personnel can find procedures for command
warranted tool managenent in MAJCOM directives.

1.10.2. Munitions. O ganization conmanders nmust submit a letter or form (an
original and three copies) to the MASO for nunitions. They nmust send the
original and two copies to the MASO, forward the fourth copy to the submtting
organi zation. Required information is the individual's name, specinen signature
on all copies, organization designation or title, for exanple, 1700 TRNSS- TRAN
SQ and designated delivery and pickup points for both serviceabl e and

unservi ceabl e anmunition. See AFl 21-202, Conbat Ammunition System Procedures,
and part 2, chapter 33, for detailed procedures for controlling these
appoi nt ment s.

1.10.3. Equi pnment. O ganization conmanders are responsi ble for ensuring the
foll owi ng are acconpl i shed.



1.10.3.1. Submt all requests for appointnments or changes by letter or form
directly to Base Supply's Equi pmrent Managenent (LGSVE)

1.10.3.2. Ensure custodians are replaced at |east 45 to 60 cal endar days before
PCS, separation, or retirenent.

1.10.3.3. Ensure the letter or formincludes the organization and shop codes,
organi zation and function titles, for exanple, 1700 FM5-HYD SHOP, training dates
for primary and alternate custodi ans, buil di ng nunber, MAJCOM code, DERGCS, and
custodi ans (custodi an code P for the primary and A for the alternate).

1.10.3.4. See part 2, chapter 22, for procedures for custodians and alternates
and control of authorization letters or forns.

1.10.3.5. May sign and receipt for equipnent itens at any time and in the
absence of custodi ans.

1.10.4. dassified Property

1.10.4.1. Ogani zation conmanders, O Cs of functions being supported, or the TMO
must submit a letter or formto Docunent Control identifying the individuals

aut horized to receipt for classified property. Required information and
instructions for doing so are:

1.10.4.1.1. Oganization Code. Enter TRANS for TMO, SUPPL for Base Supply, and
MATCO for Materiel Control. Enter the organization code for all other personnel
Do not release classified property to any individual unless his or her nanme
appears on the listing. Have the individual receiving the property show his or
her identification card to conplete the verification

1.10.4.1.2. Shop Code. Does not apply to TRANS, SUPPL, and MATCO
1.10.4.1.3. Individual's Nane. Show last, first, and mddle initial
1.10.4.1.4. Level of Cdassification Authorized for Receipt. Self-explanatory.

1.10.4.1.5. Date of Subm ssion. |If changes occur, prepare new letters and forns
wi thin 3 workdays of the change (additions or deletions).

1.10.4.1.6. DERGCS (overseas only). Self-explanatory.

1.10.4.1.7. Equi prent Custodi an Code (P) for Primary, (A) for Aternate.
Applies only for classified equipnment. Enter this code only if classified
equi prent i s authorized on the equi prent account.

1.10.4.1.8. Individual's Duty Tel ephone Number. Show duty phone with area code.

1.10.4.2. Seniannually (June and Decenber), Docunent Control (LGSDD) of Base
Supply nust provide a listing of all individuals authorized receipt for
classified property to applicable Base Supply functions and supported

organi zations. Sem annually, classified receipt authorization letters and forns
must be revalidated even when no changes have occurred.



1.10.5. DRMO. Direct m ssion organization representatives requiring access to
DRMO facilities to screen property nmay be admitted after presenting current

enpl oyee or mlitary identification cards issued by a DOD activity and after
signing the visitors control register. They nust include on the register the
purpose of their visit and their base supply account number SRAN for which they
are screening. Nondirect or nonm ssion organi zations (for exanple, special
services or nonappropriated fund activities) nust submit witten requests to the
DRMD as expl ai ned in DOD Manual 4160.21-M Defense Utilization and Di sposal
Manual , chapter 9, paragraph B, and this nmanual in volume 6, part 1, chapter 5,
section B.

1.10.5.1. Base Supply and the DRMO nust establish |ocal procedures enabling
organi zations to review and determ ne availability of property. After property
has been identified, the organization representative will contact the Materiel
Managenment Flight (LGSM of Base Supply to obtain assistance in properly
acconpl i shing the necessary procedures for withdrawal as outlined in part 2,
chapter 9, this manual. Wen a custonmer has an existing backorder through Base
Supply and DRMO has property that can satisfy the requirenent, the DRMO nay issue
the serviceable material to the custoner as "free issue”

1.10.5.2. DOD Manual 4160.21-M chapter 9, authorizes DOD personnel to screen
property by presenting a valid enployee or mlitary services identification card.
To receipt for property, the individual nust have a valid identification card and
provide the DRMO with an authorized requisition docunent (DD Form 1348-1A)
prepared and authenticated by certifying Base Supply personnel. See part 2,
chapter 18, of this manual for additional information

1.11. UMMIPS

1.11.1. The Purpose of UM PS. The purpose of UM PS is to provide a standard
met hod of ranking conpeting needs according to their inportance and to ensure the
nost effective nanagenent of resources in reacting to each need, UMM PS provi des
a nmethod for identifying the inportance of requisitions by using a conbination of
FAD (assigned by the Secretary of Defense, the Joint Chiefs of Staff, or the Air
Force) and UND (assigned by the customer). This conbination determnes the
requisitioning priority sent to the source of supply.

1.11.2. Responsibilities. Al levels of conmand share the responsibility for
mai ntai ning an effective and credible priority system Commandi ng officers and
the heads of requisitioning activities are responsible for assigning priority
designators consistent with assigned FADs and the existing urgency of need. The
foll owi ng guidelines are provided to assist in nmeeting this requirenent.

1.11.2.1. Ensure each individual responsible for assigning UNDs or priorities is
properly trained in UVM PS procedures.

1.11.2.2. Ensure individuals are aware of and conply with the accurate
assignment and use of priority designators consistent with the FADs assigned by
hi gher authority and with the existing urgency of need.

1.11.2.3. Review all UND A requirenments before sending a requisition to the
source of supply.

1.11.2.4. Ensure supply discipline in priority requisitioning to include the use
of disciplinary action in cases involving deliberate abuses.



1.11.3. UND. Commanders or heads of DOD activities nust review or delegate in
witing, the authority to certify that all requirenents with priority designator
A or B are appropriate and justified.

1.11.3.1. Use UND A only for materiel when lack of the itemwould interfere with
t he assi gned mi ssion

1.11.3.2. Use UND B only for materiel when the lack of the requested item
impairs your ability to performthe assigned m ssion. Performthe nanagenent
review of UND B requirenents after the subm ssion to Base Supply and

requi sitioning action fromthe source of supply.

1.11.3.3. Use UND C for requisitioning materiel for all other requirenents.
1.11.4. Control of Priority Designator Uilization

1.11.4.1. Wile retaining the responsibility for reviewing UND A and B requests,
commandi ng of ficers of the requesting activity may designate individuals to nmake
the actual review It is inportant that these appointed individuals be in
managenent -1 evel positions, capable of determ ning the m ssion inmpact, fully
know edgeabl e of UMM PS policy (DOD Directive 4410.6), and able to provide
confirmation to Base Supply of the urgency of the request.

1.11.4.2. To maintain the integrity of the UMPS, the quantity of materiel

i ncluded on priority designator 01 through 08 requisitions nmust be restricted to
t hat anobunt necessary to satisfy the imedi ate requirenment. Additiona
gquantities necessary to replenish stock must be under a UND C routine priority.

1.11.5. Surveillance and Revi ew of UMM PS Procedural Application

1.11.5.1. Before The Fact Review. The inportance of a before the fact review of
the priority one assigns to one's requirenments cannot be overenphasi zed. Abuse
and m suse of UMM PS have far-reaching and negative results on the |ogistics
system in Supply, Contracting, and Transportation. As the proportion of
priority requests increase conpared to total requests, the relative inportance of
the priority decreases.

1.11.5.2. After The Fact Review. The using organization commander or desi gnated
representative perforns after the fact reviews. Periodically, Base Managenent
and Systens Flight personnel review high-priority requirements during their

i nternal supply surveillance, and when they see adverse trends, notify the
organi zati on comrander

1.11.5.3. Suspected Abuses. |If the COS identifies suspected abuses, he or she
notifies the organization commander of the requesting activity. The comrander
determines if a problemexists and takes corrective action, as required. A
conti nuous, aggressive programto control and nmanage UV PS results in optinum
supply support of valid high-priority requirenents. M suse and abuse of the
systemis a serious violation of public | aw, wastes scarce resources, and
seriously degrades the ability to provide conbat |ogistics support for conbat
operations.

1.11.6. Additional Information. Chapter 3 contains additional information on
supply priorities.



1.12. MDR/QDR EXHIBITS

Report and Turn-in Deficiency/Defect. Upon receipt of a supply or
equi prent item from Base Supply with a deficiency or |latent defect, report the
MDR or QDR and prepare the asset for immediate turn-in according to TO 00-35D- 54,
USAF Materiel Reporting and Investigating System

1.12.1. Control of MDR or (DR  The originating point maintains control of the
exhi bit when the size and configuration of the asset allows. Wen the exhibit
size and configuration allow, nove the exhibit to a controlled area (preferably
| ocked) to ensure the exhibit is not altered or lost. Normally, this controlled
area is in Base Supply. When there is not enough space in Base Supply,

mai nt enance may store the exhibit pending final disposition. There is an
exception to this policy when nmai ntenance becones the pernmanent storage |ocation
If the need arises to establish a permanent storage area w thin nmaintenance, the
organi zati on nmust request approval authority from HQ USAF/ LGW through its

MAJ COM

1.12.2. Repair Cycle Support will process MDR/ QDR or |latent defects turn-ins for
items that are assigned ERRCD XD, XF, and XB. Equi prent Managenent will process
turn-in docunments for MDR/ QDR or | atent defects on equi pnent nanaged itens. They
(RCSS/EM5) will process the turn-in if the pre-post nethod is used and Recei vi ng
will performthis task if the post-post nethod is used.

1.13. REQUESTING A SRD

SRD are three-character reporting designators used to identify itens of
equi prent for use in various autonmated managenent information systens. The
predonm nant uses are for the MCD system and the M CAP system

1.13.1. CAMS/REM S. SRDs are available to on-line users through the CAMS or
through the REMS. Users of SRDs shoul d make arrangenents to access the systens,
if they don't already have the capability.

1.13.2. SRD Directive. Refer to AFl 23-106, Assignnent and Use of SRD, which is
the governing directive for policies, procedures, and responsibilities for
assigni ng and usi ng SRDs.

1.14. LOCAL PURCHASE POLICY

Local purchase policy comes fromthe DFAR (contracting policy) and applies
to all mlitary services, the DLA, and the GSA. The |ocal purchase procedures
stated in part 2, chapter 9, this manual, inplenment this policy. Coordinate any
wai vers to the policy through contracting channels. Wth the recent changes to
the DFAR (1 February 1988), customers now have the flexibility to | ocal purchase
items that used to require either DLA or GSA' s approval. In essence, |ocal
purchase of an item can now be requested if |ocal purchase is in the best
interest of the government in terns of quality, timeliness, and cost. There are,
however, some exceptions such as 1) itens that have a war reserve requirenent,
are necessary for the wartine mssion, and are required to support a unit
depl oyment mission; 2) itens directly related to the support of a weapon system
or its support equipnent; 3) itens with special security characteristics; and
4) itens of a dangerous nature such as expl osives or nunitions.

1.14.1. Rules Governing Local Purchase Itens. There are specific rules which
apply when requesting | ocal purchase itens.



1.14.1.1. |If the line-itemcost is over $100, the custonmer must provide the
contracting officer a specific statenent identifying the advantages to |oca
pur chase.

1.14.1.2. If the line-itemvalue is over $5,6000, and the source of supply is GSA
or DLA, then the integrated materiel manager (I MW nust approve the |oca
pur chase action.

1.14.2. MNManagenent Flexibility. The intent of the DFARS change was to give
installations greater flexibility managing their resources and performng their
m ssion. The exceptions were included in order to maintain a | evel of support
needed in the event of war, and for safety and security considerations.

1.15. PRECIOUS METALS RECOVERY PROGRAM

Vol umre 6, Excess Surplus Personal Property, prescribes policies and
procedures for Air Force participation in the DOD PMRP. The PVRP enconpasses
silver, gold, and the platinumfamly. The platinumfamly includes platinum
pal l adium iridium rhodium osmum and ruthenium See volunme 6 for a conplete
list of the organizational PVMRP' S responsibilities that apply to all Air Force
activities managi ng, receiving, handling, storing, issuing, using,
requi sitioning, purchasing, shipping, or contracting when precious netals are
i nvol ved. The itens of supply include those itenms containing precious netals or
preci ous netal bearing scrap, sludge, solutions, powders, amal gam fl ake, bl ack
and white photographs, or other mxtures or fornms. Regardless of organizationa
entity, all Air Force activities on installations nmust cooperate to the full est
extent with the installation PVRP Mnitor, the RPEC (see AFR 125-37), the PNMAR
and the DRMO to ensure every installation has a viable program Each activity
i nvol ved in the PMRP must appoint a PMRP nonitor and an alternate in witing and
furnish a copy of the appointnent correspondence to the installation PVMRP nonitor
(see volume 6, chapter 4, this manual for a conplete list of the organizationa
PMRP' s responsibilities).

1.16. MCD

It is inperative to procure the right spares in the right nunbers to
support weapon systems. Logistics personnel at all levels use MCD to determ ne
and forecast for spare parts necessary for supporting peacetinme and wartinme
conbat operations. This data is collected using the MCD Collection System SRDs
assigned to weapon systens and end-itens are basic to the system SRDs are used
to record demand (usage) data for our weapon systens; therefore, accurate use of
the SRDs is vital. Nunerous reports, audits, inspections, and studies indicate
serious deficiencies exist in MZD collection and the use of SRDs. Although the
COS nmanages the MCD program at base | evel, SRD assignment and correct usage is a
customer responsibility. Commanders nust ensure their people using the supply
system under st and what MCD and SRDs are and the inpact if m sused. Constant
awar eness through publicity, training, and daily enphasis is essential in order
for Base Supply to maintain an accurate data base.

1.17. BASE SUPPLY TRAINING
1.17.1. Source. Training is available fromsupporting Base Supply Training.

1.17.2. Responsibilities. Organization comanders and supervi sors are
responsi bl e for ensuring:



1.17.2.1. Al individuals receive the required custonmer or custodian training.
Personnel are required to bring this part (Part 13) to cl ass.

1.17.2.2. AFSC 2S0XX unit, organizational, or material control personnel receive
QIT and proficiency training. The AFSC 2S0XX specialty training standard is
marked with a nunmber sign (#) for mnimumunit, organizational, or material
control supply training tasks. When requested, Base Supply Training will help in
val i dating supply personnel QJT and proficiency training prograns.

1.17.3. Training Topics and Attendance at Training Sessions. Unless otherw se
i ndi cated, supply personnel listed bel ow nust attend the foll ow ng types of
training i mediately upon assignnent to the job.

1.17.3.1. Block I, Ceneral Supply Indoctrination
1.17.3.1.1. Individuals initially assigned as organi zational resource managers

1.17.3.1.2. (Oganizational supply representatives. |In this regulation, "supply
representative" is the individual assigned by the base, installation, or

organi zati onal conmander to manage or nonitor a custoner supply account. This

i ncl udes AFSC 2S personnel

1.17.3.2. Block Il A, Bench Stock Managenent. The organizational bench stock
noni t or.

1.17.3.3. Block I1B, Repair Cycle Managenent. Al shop DIFM nonitors. O her
personnel designated by the organi zati onal commuander shoul d al so attend.

1.17.3.4. Block 111, Equiprment Managenent
1.17.3.4.1. Al on-base equi prent custodi ans and al ternates

1.17.3.4.2. O fbase custodians and alternates |ocated within a reasonabl e

di stance of the support base. Wen distance makes cl assroom traini ng

i npractical, the COS nust devel op and provi de of fbase custodian traini ng packages
to suppl enent this nanual

1.17.3.5. Followon Training

1.17.3.5.1. Followon training for all blocks is given on an "as required"
basi s.

1.17.3.5.2. Hi gher headquarters, unit conmanders, supervisors, |ocal inspection
staff assistance visit, custoner assistance visit, personnel reports, and other
i ndicators determ ne the need for follow on training.

1.17.3.5.3. Personnel who received initial training, but who have conti nuously
performed the same duty, should be exenpted fromretraining. This applies only
to those personnel imediately reappointed to the same duty followi ng a permanent
change of station or permanent change of assignment.

1.17.3.5.4. Equi pnent custodi ans reappointed at their new assignnent may require
briefing on command suppl enents, |ocal policy, and requirenents.



1.18. AIR FORCE STOCK FUND

A stock fund is a systemfor financing the purchase of inventory and
holding it until required for use by various custonmers. Wen a stock fund begins
operation, it is provided with cash and inventories of certain commodities of
items. The cash and inventories are called the capital of the fund. A feature
of the stock fund is that it revolves. The stock fund sells itens to its
customers and in turn receives cash. The stock fund manager uses the cash to
purchase additional inventory for future sale. This revolving aspect of a stock
fund is designed to be self-sustaining once the cycle is set in notion

1.19. ORGANIZATION REFUSALS

There may be tinmes when it is necessary to refuse an asset when Base Supply
personnel deliver and ask you to receipt for it. Specific procedures for
organi zational refusals are in part 2, chapter 14, this manual. Briefly, one can
refuse an itemwhen there is a supply error not caused in any way by the
customer. When this is the case, annotate all copies of the issue/due-out
rel ease docunent with the phrase "ORGAN ZATI ONAL REFUSAL, " give a brief
expl anation for refusing the property, and sign the docunent. The Base Supply
pi ckup and Delivery driver returns the property with copies one, three, and four
of the |ISU DOR docunment to Base Supply Inspection. The customer retains copy two
of the |ISU DOR docunent. Inspection deternmines who is primarily responsible for
the error and refusal, as indicated by the reason for refusal on the |ISU DOR
docunent and an inspection of the item For exanple, Supply is responsible if
the property is msidentified, unserviceable, an unsuitable substitute, or the
quantity issued is in excess to what the custoner ordered. The custoner is
responsible if he or she ordered the wong itemor if the itemwas ordered,

shi pped, and received due to a failure to cancel a due-out. |If the custoner is
responsi ble for the error, Base Supply personnel will process a turn-in and
contact the custoner to determine if he or she still has a valid requirenent. |If

so, Inspection personnel will contact the issue processing point so they can
reorder the correct item As an alternative, the custoner can reorder the
property. |If supply made the error, they will reverse-post the docunent,
automatically reinstating the requirenment and rei nbursing the organizations
funds account.

1.19.1. The Air Force Stock Fund is divided into seven divisions. The follow ng
are the divisions that may affect you the custonmer.

1.19.1.1. GSD. The GSD includes all base-funded expense itens (budget code 9)

i nclusive of DLA, GSA, Arny, Navy, commercial vendor itenms and itens not managed
by another division of the Air Force Stock Fund. GSD itens will have an ERRC of
XB or NF with a unit price less than $25, 000.

1.19.1.2. SSD. Itens nanaged in the SSD are Air Force centrally procured
expense with a budget code 1 and ERRC of XB3 and XF3. SSD assets have two prices
(standard and FAC) and are updated annually by HQ AFMC. Issues and due-outs are
charged the standard price. Credit for serviceable turn-ins will be based upon
the stock fund credit indicator. Credit indicator A provides credit, while
credit indicator D denies credit. XF itens are credited at standard when credit
indicator Ais assigned, while XB3 itens are credited at FAC



1.19.1.3. RSD. The RSD includes Air Force centrally procured investnment itens
and are assigned a budget code 8 and ERRC "XD'. Exceptions are nunitions,
cryptologic, classified prograns, and tanks, racks, adapters, and pyl ons (TRAP).
RSD assets have three prices (standard, carcass, and FAC) and are updated
annual |y by HQ AFMC. Due-outs and i ssues which create DIFM details are charged
at the exchange price (standard m nus carcass price), while those w thout D FM
details are charged at standard price. Serviceable turn-ins of assets with DI FM
details are credited at exchange price, while unserviceabl e assets receive no
credit unless MDR, QDR, or warranty itemand they are credited at exchange.
Serviceabl e turn-ins of budget code 8 assets without DIFM details will be
credited at repair cost and if the credit indicator is assigned by AFMC

1.20. RSD POLICY ON ITEMS REMOVED FROM THE AMARC

1.20.1. The Prime Item Manager will be involved in |ocal decisions involving
assets obtained from AMARC. The final decision to use AMARC or any ot her
alternative neans to satisfy valid field requirenents rest strictly with the
Prime Item Manager in coordination with the System Program Director

1.20.2. If there is an identified need to support a valid priority requirenent

t hat cannot be supported through a Prinme Item Manager’s inventory to include the
production |line or through the buy process, then AMARC can be used to support the
requirenent. In this regard, all contact with AMARC on all renoval or

recl amati on requests are to be nade through the Prinme Item Manager. The Prinme
Item Manager working with the System Program Director is in the best position to
determ ne the worl dwi de inventory position, balance your requirenents agai nst

ot hers, and fund status.

1.20.3. Once a reparable asset has been identified at AMARC as a possible

candi date, a condition determ nation is made by the maintenance facility at

AMARC. It nust be noted that AMARC has linmited capability to check and test
assets. Assets are turned into supply as either serviceable ("A" condition) or
unknown condition ("R' condition). The turn-in applies the current indicative
data found on the itemrecord to the turned-in reparable asset. It is inportant
to understand that AMARC reparabl e assets are not "free issue" and they have no
depreci ated val ue because of their source. Once processed into the supply system
at AMARC, the turned-in reparable is shipped to the base if directed by the Prine
I tem Manager .

1.20.4. If the reparable asset received by the base is an "A" condition asset,
then it follows normal reparable processing; in other words, the user pays the
exchange price. Subsequently, the user receives sone credit depending on the
condition of the returned asset and the tine frame when it was returned. If it
is necessary to check and test the "A" condition asset prior to installation, the
base foll ows serviceable |SU Ml issues procedures using activity code C

1.20.5. If the reparable asset received is an "R' condition asset, the base
foll ows serviceable | SU Ml issue procedures using activity code C. The base
must identify to the Prime |Item Manager, all AMARC reparabl e assets that cannot
be used as received or repaired (made serviceable).



ATTACHMENT A-1 CHIEF OF SUPPLY ORGANIZATION CHART

Figure A1.1 Chief of Supply Organization Chart
CHIEF OF SUPPLY ORGANIZATION CHART

Chief of Supply/
Deputy COS
(note 1)
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(note 2)
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Note 1: Reference this excerpt from the note in Part 2, Chapter 2, Paragraph 2.3.1: “The COS may elect to move
processes outside/between flights with MAJCOM concurrence in order to enhance customer support.”
Note 2: When authorized.



ATTACHMENT A-2 ALPHABETICAL INDEX
A2.1. PURPOSE

To provide an al phabetical index of supply subjects and rel ated
publications to research for information that pertain to these subjects.

A2.2. ALPHABETICAL INDEX
A

Adj usted Stock Levels, AFMAN 23-110, Volume 2, Part 2, Chapter 19
Al | owance Documents, AFMAN 23-110, Volune 2, Part 2, Chapter 22
AWP, AFNMAN 23-110, Volune 2, Part 2, Chapter 24

B

Base Service Store, AFMAN 23-110, Volune 2, Part 2, chapter 23

Bench Stock, AFMAN 23-110, Volune 2, Part 2, chapter 25

Budget Codes, AFMAN 23-110, Volume 2, Part 2, chapter 3 and Volune 1, Part 4,
Chapter 1

Bench Mockups, AFMAN 23-110, Volune 2, Part 2, chapter 22

C

C assified Property, AFM 67-1, Volune 1, Part 1, Chapter 19 and AFMAN 23-110,

Vol umre 2, Part 2, chapter 22

Contract Mai ntenance, AFMAN 23-110, Volune 2, Part 2, Chapter 24

Contractual Repair, AFMAN 23-110, Volune 2, Part 2, Chapter 24

Cust ody Recei pt Listing, AFMAN 23-110, Volune 2, Part 2, Chapter 6 and Chapter 22
Customer Service Section, AFMAN 23-110, Volume 2, Part 2, Chapter 2

D

Docurment Regi sters, AFMAN 23-110, Volune 2, Part 2, Chapter 3

DI FM AFMAN 23-110, Volume 2, Part 2, Chapter 24

DI FM Reconci | i ati on, AFMAN 23-110, Volune 2, Part 2, Chapter 24
Due-In (requisition), AFMAN 23-110, Volume 2, Part 2, Chapter 9
Due- Qut, AFMAN 23-110, Volume 2, Part 2, Chapter 12

E

Equi prent Managenment Code, AFMAN 23-110, Volume 2, Part 2, Chapter 27

Equi prent Aut hori zation Inventory Data (EAI D), AFMAN 23-110, Volune 2, Part 2,
chapter 22

Equi prent Cust odi ans, AFMAN 23-110, Volume 2, Part 2, chapter 22

Excess Property, AFM 67-1, Volune 3, Part 2, Chapter 9

F

Fil e Mai ntenance, AFMAN 23-110, Volune 2, Part 2, chapter 22
FAD, AFMAN 23-110, Volune 2, Part 2, Chapter 3

G

GSA, AFMAN 23-110, Volume 2, Part 2, Chapter 5



H
Hazardous Materiel, AFM 67-1, Volunme 3, Part 2, chapter 2
|

I nventory, AFMAN 23-110, Volune 2, Part 2, Chapter 20

| ssues, AFMAN 23-110, Volune 2, Part 2, Chapter 11

| ssue - Mark for Field, AFMAN 23-110, Volune 2, Part 2, Chapter 11
Initial Issues, AFMAN 23-110, Volune 2, Part 2, Chapter 11

J
Joint Use WRM AFMAN 23-110, Volume 2, Part 2, chapter 22
L

Local Manufacture, AFMAN 23-110, Volume 2, Part 2, Chapter 11
Local Purchase, AFMAN 23-110, Volune 2, Part 2, Chapter 9

M

Managenment of CGovernnent Property in Possession of the Air Force, AFR 20-14 (to
be replaced by AFl 23-111)
MASS, AFMAN 23-110, Volume 2, Part 2, Chapter 17

0

Ofice Furniture, AFMAN 23-110, Volune 2, Part 2, chapter 22
Organi zati on Codes, AFMAN 23-110, Volune 2, Part 2, Chapter 3
Organi zation ldentification Code, AFMAN 23-110, Volume 2, Part 2, Chapter 3
Organi zation Transfer to DRMO, AFMAN 23-110, Volune 2, Part 2, Chapter 15

P

Property Accounts, AFR 20-14 (to be replaced by AFl 23-111)
Public Property, Pecuniary Liability, AFR 20-14 (to be replaced by AFl 23-111)

R

Recei pt for Property from DRMDO, AFMAN 23-110, Volume 2, Part 2, Chapter 18
Rent al Equi pnent, AFMAN 23-110, Volune 2, Part 2, chapter 22

Repair Cycle, AFMAN 23-110, Volume 2, Part 2, Chapter 24

Requisition Priority, AFMAN 23-110, Volume 2, Part 2, Chapter 9

S

St andard Base Supply System AFMAN 23-110, Volume 2, Part 2, Chapter 1

SRD, AFl 23-106

Supply Delivery Priority, AFMAN 23-110, Volume 2, Part 2, Chapter 11

Supply Points, AFMAN 23-110, Volume 2, Part 2, Chapter 24

Sol e Source, AFM 67-1, Volune 1, Part 1, Chapter 8

Speci al Purpose Recoverabl es Aut horized Mai ntenance (SPRAM), AFMAN 23-110, Vol une
2, Part 2, chapter 22



T

TCTO Kits, AFMAN 23-110, Volune 2, Part 2, Chapter 24
Tool |ssue, AFMAN 23-110, Volune 2, Part 2, Chapter 23

U

UW PS, AFM 67-1, Volune 1, Part 1, Chapter 24

Uni form Repair and Repl acenent Criteria (UR/'RC), TO 00-25-240, and AFMAN 23-110,
Vol umre 2, Part 2, Chapter 9

W

WM ARl 25-101

VWarranty Quaranty Itens, AFMAN 23-110, Volunme 2, Part 2, Chapter 14

Warranty Tool Program AFMAN 23-110, Volune 2, Part 2, Chapter 23

z

Zero COverpricing, AFM 67-1, Volune 7, Part 4



CHAPTER 2 DOCUMENT CONTROL
SECTION A DOCUMENT CONTROL PROCEDURES
2.1. CHAPTER SUMMARY

This chapter provides the elenents that conprise the 14-position docunent
nunber, a description of various docunment registers, and an expl anati on of
docunment files that are maintained.

2.2. OVERVIEW

This section covers the assignnent of organizational docunment nunbers, the
pur pose and use of docunent registers, and the maintenance of document files.

2.3. DOCUMENT NUMBER

Most of the transactions processed with Base Supply are assigned an
organi zati onal docunment nunber made up of 14 al pha and numeric characters. It is
a control or reference nunber used to identify a specific transaction. The SBSS
mai nt ai ns accountability for certain categories of itens after issue to the
customer; for exanple, repair cycle itens maintained on supply point and DI FM
details. The custoner then nust use the sane docunent nunber as used on the
original issue request for turn-in of the like itemto Base Supply. The
following is an exanple of a document nunber and an expl anation of the el enents
t hat make up the document nunber. Docunent nunmber: R 672 HS 8030 0019. The R
is the activity code, 672 is the organi zation code, HS is the shop code, 8030 is
the Julian date, and 0019 is the serial nunber.

2.3.1. Activity code-one digit (alpha). This code identifies the nethod or

| ocation used by an organi zation to place an issue or a turn-in request w th Base
Supply. In sone cases, it identifies the type of item for exanple, bench stock
and war reserve materiel

Code Description

B Bench Stock (bench stock issue and turnins)

C Contract Mai ntenance, In-House Repair, MR (issues and
turn-ins)

D SPRAM (i ssues and turn-ins)

E Equi prent Managenment EAI D (i ssues and turn-ins)

F Organi zational transfer directly to DRMO wi t hout prior
processi ng by Base Supply (see chapter 4)

J CAMS and TI CARRS | ssues

K Retail Qutlet Transactions (used for BSS and Tool |ssue

Center for issues and turn-ins)
L Bul k 1ssue (BSS and individual equipnent)

M M ssion Support Kit (issues and turn-ins)



P Non- EAI D equi prent (i ssues and turn-ins of equipnment itens
that are not accounted for on authorized or in-use detai
records. Exanples are transactions on aircraft AF Form
2691, Aircraft/Mssile Equi pnrent Property Record; G vil
Engi neer RPIE; and AF Form 538, Personal d othing and
Equi prent Record. This includes EMC 1 (no in-use details

required)

R Routine Issues and Turn-Ins (including issues of EMC 1
handt ool s)

S Supply Point (identifies a transaction related to operation of

a supply point, both over the counter issues and turn-ins and
action between the supply point and the main base account)
U MRSP (i ssues and turn-ins)

X Expedite | ssues and Turn-1Ins

2.3.2. Oganization Code: three-digit (nuneric). This code is assigned by
submtting a witten request fromthe organi zati on conmander to Record

Mai nt enance. The purpose of the organization code is to identify the unit or
subordinate activities. Base Supply assigns these codes in a specific series for
each type of activity (that is, nunbers 100 through 499 and 600 through 914 are

| ocal ly assigned to organi zations). The Base Conptroller uses these same codes
to keep a record of cost data on the supplies and equi prent drawn from or turned
in to Base Supply.

2.3.3. Shop Code-two digit (al pha/nunmeric). Each organization assigns,
controls, and uses this code to identify functions within that organization
Cvil Engineering activities nmust use the standard shop codes assigned for their
use (see part 2, chapter 31). For other than civil engineering activities, the
only restriction placed on the assignnment of these codes is that they cannot be
duplicated within the sanme organi zation

2.3.4. Julian Date. This is the standard Julian date; for exanple, Julian date
0030 is the 30th day of 1990 or 30 January 1990. It shows the date the docunent
serial nunber was assigned.

2.3.5. Serial nunber. Starting with 0001 or other predesignated nunber for each
activity code.

NOTE: Custoners must not assign either the Julian date or serial nunber--Base
Supply personnel does this.



2.4. DOCUMENT REGISTERS

A docunment register provides a record of each docunent nunber used by an
organi zation, identifies the shop that originated the transaction, and shows the
action taken on the request. Organizations use two types of docunent registers.

2.4.1.Daily Docunment Register (Report DO4). This register is a tool used to
review all transactions affecting accounts, to ensure issue requests with
speci fic docunment nunbers are processed through the SBSS, to determ ne when
Supply has not processed issues, and when docunents are mssing. The listing is
i n docunent nunber sequence and contains nonetary totals by organization. Base
Supply prepares and distributes the DO4 in four copies. Base Supply files copy
one in their Docunent Control and sends the custoner copies two and three. The
distribution of copy four is determned locally. Some bases give copy four to
separate shops and offices in custoner organizations.

2.4.2. Oganization Docunent Register. This register is made up of handwitten
DD Forms 1348-1/ 1A used for organi zational transfers of scrap directly to the
DRMO wi t hout prior processing by the SBSS. This file is only for activity code F
docunent nunmbers. On shipments to DRMO, the custonmer will receive copy two of
the DD Form 1348- 1A signed by the DRMOto be filed (in document nunber sequence)
as additional support with the copy signed by the TMO. The customer or

organi zation needs to maintain the copy signed by the TMO as proof of delivery.

2.5. DOCUMENT FILES

2.5.1. Supply Transactions. Organizations nmust set up a suspense file for all
docunents on which action has not been conpleted. Wen the transaction appears
on the Daily Docunent Register (D04), take the suspense document fromthe file
and destroy it.

2.5.2_. Equi prent Transactions. See chapter 8.

2.5.3. Transfers to DRMO. |If Base Supply furnishes the organization with their
own bl ock of docunment serial nunbers for direct transfers to DRMO, then the
organi zation will keep all conpleted (signed) docunments in document nunber
sequence for 1 year, then dispose of them as explained in AFMAN 37- 139,

Di sposition of Air Force Records, 67-series tables. |f the organization obtains
serial nunbers through the Base Supply central call-in point on a case by case
basis, then return the conpleted forns to the Base Supply activity that furnished
t he docunment nunber.

2.5.4. SPRAM Transactions. See chapter 9.



CHAPTER 3 ISSUE PROCEDURES
SECTION A ISSUE PROCEDURES
3.1. CHAPTER SUMMARY

This chapter explains how to obtain expendabl e supplies from Base Supply.
Expendabl e supplies are those that are consuned in use or those that |oose their
identity when attached to another assenbly. Expendable itens are those with an
expandability, reparability, cost designator of XB(X), XF(X), or XD(X). This
chapter al so describes the Air Force policy pertaining to ordering and using
recycled products. See chapter 8 for the procedures to process equi prment itens.

3.2. REQUESTING SUPPLIES

3.2.1. Methods of Subm ssion. Request expendabl e supplies using the radio,
tel ephone, intercom teletype, mail, in person, or any other nedium avail abl e.
Use an AF Form 2005, Issue/Turn-in Request, to order supplies. (Base Gvil
Engi neeri ng people may al so use an AF Form 1445, Materials and Equi prment List.)
Use a DD Form 1348-6 (Non-NSN Requi sition Manual) for |ocal purchase requests.

3.2.2. Issue Requests. |Issue requests for supplies, bench stock, supply point
items, equipnent, etc., are sent to the follow ng Base Supply Sections/El enents:

3.2.2.1. For supplies, Demand Processing

3.2.2.1.1. Expedite call-in point (delivery priority 01-04 and all UJC A and B
requests)

3.2.2.1.2. Routine call-in point (other than delivery priorities 01-04 and UJC A
or B requests)

NOTE: As stated in chapter 1, many base COS have decentralized i ssue request
processing into custonmer organizations. Wen this is the case, submt requests
to them

3.2.2.2. For replenishment bench stock fills, Bench Stock Support
3.2.2.3. For issues of supply point itenms, Repair Cycle Support
3.2.2.4_. For equipnent itens, Equi pnent Managenent

3.2.2.5. For those itens not covered in paragraphs 3.2.2.1 through 3.2.2.4
above, Retail Sales, IEE, or the BSS. This applies to off-base organizations
only.

3.3. PRIORITY SYSTEMS

Base Supply personnel use two different priority systens when responding to
customer's supply needs.

3.3.1. Delivery Priority. Base Supply personnel use delivery priorities which
are the same as maintenance repair priority designators. The custoner enters the
delivery priority on the issue requests to show the maxinumtine that may el apse
fromthe tine Base Supply receives the request until the materiel is delivered
and the customer receipts for it. See attachment A-1 for these designators,
rules for their use, and maxi mum delivery tines.



3.3.2. UWPS. The Air Force uses the UMM PS to process requisitions. See
chapter 1 for information on UWM PS. Commanders or their designated
representatives determne the relative urgency of need, and Base Supply personne
use that priority designator when processing requisitions to sources of supply
(depots) or to Base Operational Contracting for |ocal procurenent.

3.3.2.1. Two factors determ ne the off-base requisitioning priority--the WC
which is determ ned by the custoner, and the FAD which is assigned to your

organi zation in the classified USAF PD. Quarterly, the Air Staff updates the PD
and forwards it to the bases. Base Supply personnel load this information into

the SBSS conputer. The result is when an organization has a FAD Il assigned by
HQ USAF, and a UJC "AA" request is submitted, the requisitioning priority will be
03. If your organization is assigned a FAD 111, and the itemneeded is in direct

support of any organi zation with a higher FAD (I11), the higher FAD of that
organi zation may be used. This equates to a requisitioning priority 02 (for UND
A requests).

3.3.3. Use of Priority Designators. Hi gh priority issue requests inflate the
overall costs of assets by increasing their transporting and handling costs. To
m ni mze these costs, make sure the UJC assigned is relative to the actual need.
As stated in chapter 1, you, the customer, and your commander bear ultimte
responsibility for properly assigning and validating priority designators
according to AFRs 20-14 (to be replaced by AFl 23-111) and 27-1. So, be ready to
explain the use of UND A or B. Msuse of priority designators adversely affects
the integrity of the supply system wastes resources, and degrades the overal
supply support you receive.

3.4. ISSUE REQUEST SUBMISSION

Normal |y, the customer uses an AF Form 2005 for requesting supplies. Wen
a request is called in, Base Supply personnel prepare the input and provide the
custonmer with the Julian date and serial nunmber. The custonmer enters this
information in the applicable block of the suspense AF Fornms 2005 or 2413, or any
ot her control register being used pending receipt of the D04, Daily Docunent
Regi ster. Wen the custoner takes the AF Form 2005 to Base Supply or the
appl i cabl e processi ng point, Base Supply personnel nmanually enters the Julian
date and serial nunber and returns one copy to the custoner for suspense. The
customer nust provide certain information regardl ess of whether the request is
called in or handcarried. (See attachnment A-2 for instructions.)

3.4.1. Name of requesting individual and tel ephone nunber

3.4.2. Delivery destination

3.4.3. NSN. If a NSNis not available, give the manufacturer's part nunber and

T.O reference. If the itemis not listed (a NSNis not available), provide a DD
Form 1348-6, DOD Single Line Item Requisition System Docunent. See attachnment A-
3 for instructions.

3.4.4. T.0, figure, and index (for part number requests)

3.4.5. Part nunber and the CACGE code

3.4.6. Unit of issue

3.4.7. Qantity required

3.4.8. Oganization and shop code



3.4.9. Demand code (see attachment A-5). Submit a letter of initial issue when
requesting initial issue of a repair cycle item (ERRCD XD2 or XF3) (denand code
). Obtain the commander's signature on the request and forward it to Supply's
Conbat Operations Support Flight. Send a copy of the initial issue letter for
COVBEC assets (when the MMC is equal to CS or CA) to HQ AFCSC/ LMM, San Antoni o,
Texas 78243-5000.

3.4.10. FAD. Normally, this is left blank. Base Supply has already assigned
the FAD you are authorized in the USAF PD to your organization record; therefore,
the SBSS conputer will automatically assign the FAD to your issue request and the
subsequent requisition. |If the required itemis in direct support of another
organi zation with a higher FAD, enter that organization's FAD as an override on
that individual issue request. Do not use FAD override procedures for routine
adm nistrative or janitorial support.

3.4.11. Project Code. Project codes are 3-digit characters assigned by the JCS
DOD, and the military Services for identifying special projects. Project codes
allow |l ogisticians to identify Supply transactions associated with the project.
Finally, project codes allow Air Force and DOD personnel to track cost data and
service performance of itens related to special projects, prograns, exercises,
and maneuvers.

3.4.12_. Delivery priority. See attachment A-1.

3.4.13. WC UICs are identified by two el ements--the UND and type of
requirenent. See attachment A-6 for the correct UND assignnent and attachnment A-
8 for the type of requirenent. These two codes nake up what is known as the UJC

3.4.14. WMark-For. Use this field to identify the end itemon which the item
requested will be used. For instance, if you are repairing an aircraft, enter
the serial nunber of the aircraft, the SRD, the work unit code, and the MAJCOM
code in this field. The information varies considerably depending on the type of
i ssue request. For specific information, refer to part 2, chapter 11. Base
Supply personnel can also help you get the correct information

3.4.14.1. One part of the mark-for field consists of the SRD code. SRD codes
can be found in the CAM5S or REM S on-1line conputer systens. SRD codes are
designed to identify specific weapon systens and ground C- E equi prent. These
codes also identify related support equi pnent, precision neasurenent equipnent,
trai ners, and engi nes.

NOTE: You can find SRD codes for munitions, RPIE, and shop work in T.Q 00-20-2
attachnent A-1.

3.4.14.2. In the SBSS, the SRD codes are the elenents used to collect materi el
usage data on specific weapon systens or end-itens of equipnment. Conmanders,
customers, and logisticians use this data during m ssion change processing,
initial spares support |ist updates, and also for conputing and reporting to HQ
USAF how wel | Supply is supporting vari ous weapons systens.

3.4.14.3. In maintenance systens, the SRD codes are used in automated managenent
i nformati on system processing and facilitate interchange of data between the
Supply and Mai nt enance systens.

3.4.14.4. The inportance of assigning the correct SRD to issue transactions
cannot be overenphasized. In no case, should an individual arbitrarily assign
SRD codes. Additionally, do not use SRD ZZZ when orderi ng AFMC i nvest ment type
items (ERRCD is XD2). Normally, Mintenance activities should use SRDs RSA, RSB,



RSC, and RSD, if no other SRD is avail abl e.

3.4.14.5. Requests for repair parts (UC AR BR, AOQ or BO may be submitted as
fill or kill at the option of the MAJCOM Fill or kill requests for UJC AR and
BR must have the end item SRD in the project code field (positions 57-59) as the
mark-for field (positions 67-80) is not edited for TEX code 4 inputs. Wen
requests for repair parts are not submtted as fill or kill, ensure the project
code field does not contain an SRD. You verify the issue request before

subm ssion; for exanple, valid project code, UIC, accurate mark-for, etc. |If you
need nore specific information, see part 2, chapter 11. Requests for AFMC
critical itens automatically processes as fill or kill when input into the Supply
computer if Supply |eaves the TEX code blank or if they use TEX code 4.

3.4.15. Nonenclature. Enter a meani ngful nomencl ature.

3.4.16. MCAP Reportable Itens. |If the requirenent is for a M CAP reportable
item give the type, nodel, series, and serial nunber of the equipment.

3.4.17. First-Tine Request. |If the itemis a first-time request, the requesting
i ndividual, with the assistance of the Materiel Control (where established and if
necessary), determ nes whether the requirement is recurring or nonrecurring. |If

the need is a recurring one, and it is determned that an adjusted stock level is
requi red, submt an AF Form 1996, Request for Adjusted Stock Level, Stock
Control. Supply Control uses the AF Form 1996 to establish a m ni mum supply

| evel to ensure assets are on hand to satisfy anticipated operating requirenents
(see attachment A-6). See paragraph 3.19 for additional information on adjusted
stock | evels.

3.4.18. Stock Fund Accounting. As nentioned earlier, you normally process
requests for supplies and equi pnent through Base Supply. You cannot use AF Form
9, Request for Purchase, to purchase supply or equipnment itens managed by the
CCS. O&M funds are used to reinburse the Air Force Stock Fund when an itemis

i ssued. These funds may not be used as a neans for circunventing stock fund
accounting. |If local purchase is authorized, process the requests through Base
Supply using a DD Form 1348-6. Use AF Form 9 when a deviation is specifically
aut horized in AFM 172-1 (AFl 65-601), volune I, when specifically defined in AFM
67-1 such as for nonni ssion support periodicals for day roons (See part 2,
chapter 9).

3.4.19. Base-funded equipment items (ERRC NF) (entered in block I on AF Form

2005, if applicable). If itemrequested is a base-funded equi prent item (ERRC
NF), then either "MEMD' or "FIRM has to be provided. "MEMD' indicates

organi zati onal funds are unavail able but a due-out needs to be established to

show the requirenent. "FIRM indicates organizational funds are avail able and
assets will be requisitioned at the tine the due-out is created.



3.5. ISSUES OF ADMINISTRATIVE AND JANITORIAL SUPPLIES AND HANDTOOLS FROM THE
BASS

Customers shopping in the BASS select their itens from storage |ocations
and go to the checkout counter in the store. The BASS clerk validates the
customer's authority to shop in the BASS, his/her authority to purchase the
selected itens, and scans the bar code of the item(s) which creates a sales
docunent. The BASS clerk then asks the customer to verify and sign a Retai
Sal es Store Transacti on Docunment. The sal es docunment shows the custoner's nang,
organi zati on, organi zati on and shop code, date of purchase, the national stock
nunber, nonenclature, unit of issue, quantity purchased, extended cost, a
docunent numnber, lists all purchases, and provide a total cost. The custoner is
gi ven the second copy of the Retail Sales Store Transacti on Docunent.

3.6. BENCH STOCK SUPPORT

Bench stock is generally made up of |ow cost, expendable itenms with ERRCD
XB3 which, due to regular use, are noved to the point of use before actual need.
Itens placed on bench stock will be determ ned according to the guidelines in
part 2, chapter 25. Oganizations may request itens to be added to their bench
stock at anytine by annotating the M)4 listing or submtting a letter to the
BSSS. The organi zation identifies the itens required and the recommended | evel.
The main advantage of this systemis that itens are available to the user within
the work area.

3.6.1. Setting Up a Bench Stock. Setting up a bench stock is a joint effort

bet ween the organi zati on and Base Supply. The supported activity will coordi nate
with the BSSS to establish a bench stock, set the approved maxi num dol | ar
threshol d, and identify the bench stock |ocation. Contact Base Supply to | oad,
change, or delete bench stocks or bench stock authorizations.

3.6.2. Establishing Maxi num Dol | ar Threshold. The maxi num dol |l ar t hreshol d nust
be established prior to | oading an organi zati on bench stock. The supported
organi zati on commander will submt a letter to the Chief of Supply to request a
maxi mum dol | ar threshold be established for unit price on bench stock details.
The maxi mum dol l ar threshold may vary from organi zati on to organi zation and is at
the discretion of the supported organi zati on commander. Some consi derations for
t hat deci sion should include: Proximty to the main supply warehouse where the
stock is kept, cost of the itens and the |evels desired, frequency of the demand
for the itens, and mission inpact if the itenms are not readily available. The
BSSS will maintain the letters as |l ong as the organi zation is authorized a bench
stock. The applicable Goup Commander’s approval is required in order to exceed
t he established maxi mum dol lar threshold for any item The BSSS will rmaintain
devi ation approval letters in file as long as the dollar threshold for the itens
exceed the current approval maxi mumdollar threshold for that organization

3.6.3. Bench Stock Docunment Number. Supply assigns a 14-digit-docunment nunber
to each item authorized on the bench stock. Both the customer and Supply use the
docunent nunber for all Supply actions (such as replenishment or turn-in). Bench
stock docunent nunbers are formed in the foll ow ng way:

3.6.3.1. Activity code--1 digit (always B, this code is assigned to all bench
stock transacti ons)

3.6.3.2. Oganization code--3 digits (identifies the applicable organization)

3.6.3.3. Shop code--2 digits (identifies the applicable shop)



3.6.3.4. Date of |last demand--4 digits (This changes each tine there is a
repl eni shnent action.)

3.6.3.5. Itemnunber--4 digits (an item nunber beginning with 0001 for each shop
code assigned by supply for all itens as they are established)

3.7. BENCH STOCK RESPONSIBILITIES

3.7.1. The Responsibilities of the Supported Activity. The supported activity
is responsible for preparing and maintai ni ng shadow boards, providi ng adequate
storage facilities (including bins for the bench stock), naintaining and

saf eguar di ng bench stock resources, setting up local controls to secure sensitive
items, flagging bench stock itens with a red indicator (when the bin has 50-
percent or |less of the authorized quantity), establishing controls to ensure

shel f-life assets are used before the expiration date, and maki ng maxi mum use of
cont ai ners such as cardboard boxes, paper bags, pouches, etc., for reuse/recycle.

NOTE: At the option of the COS and the supported organi zation, the unit bench
stock nonitor may input routine bench stock repleni shnent requests over a renote
term nal as soon as the 50-percent or below level is reached. When this option
is exercised, the custoner may wai ve the weekly wal k through

3.7.2. Responsibilities of the BSSS. The BSSS is responsi ble for conducting a
weekl y wal k-t hrough of each bench stock, checking flagged itens and repl eni shing
out of stock itenms or those expected to be out of stock before the schedul ed date
of the next inventory, conducting nmonthly inventories of bench stocks and
refilling bins that are 50-percent or less of the authorized |evel, delivering
and binning material for all on-base bench stocks (see paragraph 3.7.3 for
exceptions), labeling all bins, turning in all excess and del eted stocks, and
maki ng maxi mum use of contai ners such as cardboard boxes, paper bags, pouches,
etc., for delivering bench stock itens for reuse/recycle.

NOTE: The BSSS can wai ve the weekly wal k-through requirenent when the option in
paragraph 3.7.1 above is taken. When this is the case, the BSSS wi |l devel op

| ocal procedures and provide routine bench stock repl eni shment issue request
processi ng and termn nal training.

3.7.3. Oganizations assum ng BSSS responsibilities. There are instances when
BSSS responsibilities are assumed by the supported activity. For exanple:

3.7.3.1. Wen access restrictions apply (secure area, etc.) or when authorized
by the Logistics Goup Commander (or equivalent), the COS and comander of the
supported unit nmay agree to allow the supported activity to assunme BSSS
responsibilities specified above.

3.7.3.2. Unless specifically included in a joint tenancy agreenent, or sone
specific directive, the BSSS will not performwal k-throughs, inventory, deliver
or bin property bench stock assets to off-base organizations.

3.7.3.3. Wen the custonmer assunmes the bench stock servicing requirenents,
he/she calls in cycle replenishnent needs to the BSSS. After naking the call

he/ she annotates the custoner's AF Form 465, Bench Stock Inventory, with the date
of the call and person contacted. This formis then filed in date sequence. The
supported activity screens the Daily Docunment Register (D04) to make sure issues
for each Iine itemare processed.



3.7.4. |If stock of an itemis exhausted between the weekly wal k-t hroughs, and no
due-outs exist, the custoner can call in routine fill requests for enpty bins to
the BSSS. The CGOS, in coordination with the supported customer, determnes the
met hod for satisfying urgent bench stock requirenents.

3.7.5. Wien it is determned an adjusted stock level is required on a bench
stock asset, a customer prepared AF Form 1996 is not required. Base Supply's
Stock Control personnel determine if a level is required after exam ning the item
record data and considering current stock |evels, past consunption, end-item
application, known m ssion change requirenents, and the type of bench stock
supported. |If necessary, Base Supply personnel effect the necessary actions to
adj ust the levels.

3.8. BENCH STOCK ADDITIONS, DELETIONS, AND CHANGES

Request additions, deletions, and changes to bench stocks by tel ephone, an
i nformal meno, formal correspondence, or the products used during bench stock
reviews. The BSSS uses the Organi zati on Bench Stock Listing (S03) to record
addi tions, deletions, and changes. (NOTE: Requests for additions, deletions, or
changes do not require review, approval, or justifications.) Itens that are
normally used in a different quantity than the unit of issue (bolts, nuts,
screws, rivets, etc.), and itens having a different unit of issue than the
quantity unit pack (wire) should be placed on bench stock to the maxi num extent
possi bl e.

3.9. BENCH STOCK REVIEWS

Base Supply will ask you, the customer, to review itens authorized on your
bench stock using the Monthly Bench Stock Review (M)4) and the S04 Sem annua
Revi ew prograns. Base Supply provides the using organization with the
consunption history of the itens for possible addition, deletion, or change to
bench stock and those itens with no demands in the past 270 cal endar days. These
serve as candi dates for deletion; however, the using organization determnes if
deletion is appropriate. The shop supervisor signs the S03 listing to certify
that the items and quantities reflected are correct and returns a signed copy to
t he BSSS.

3.10. SUPPLY POINTS

3.10.1. Purpose. The purpose of supply points is to nake assets readily
available to the using activity. Supply points are set up in coordination wth
M ssion Support in the Conbat Operations Support Flight and applicable

Mai nt enance Control O ficers or other appropriate organi zati on managers. The
supported organi zati on provi des enough space and the facilities to acconmodate
supply points. Itens stocked in supply points are usually assets peculiar to the
needs of the activity being supported; however, items common to nore than one

Mai nt enance function may be stocked in a supply point. Any item of supply,

except equipnent itenms (ERRCD NF, ND), is authorized to be maintained in a supply
poi nt. Expendable itens (ERRCD XB3) nust be approved by M ssion Support.

VWhen it is determ ned an adjusted stock level is needed to establish/maintain an
itemon supply point, a custoner-prepared AF Form 1996 is required. Normally,
supply point personnel receive, store, and issue property.



3.10.2. List of Supply Point Itenms. The supported activity nust send a list of
items to be placed at the supply point to the Conbat Operations Support Flight.
The following information is required: Stock nunber, part nunber, noun, end-item
application (type aircraft, vehicle), and whether a functional check or
calibration is required before being stored in the supply point. A list of itens
stocked in the supply point is provided to the supporting materiel control and
other activities, as required.

3.10.3. Supply Point Issues. Al supply point issues are nade at the supply
point. The follow ng information nmust be provided at the time of issue: Stock
nunber, quantity required, and organization and shop codes.

3.11. AMMUNITION PROCEDURES

Submit all anmunition requirenments to the munitions supply account (FK).
AFM 67-1, volume 1, part 1, chapter 20, and AFMAN 23-110, volunme 2, part 2,
chapter 33, give procedures for requisitioning, storing, and safeguarding
anmmuni tion.

3.12. CIVIL ENGINEER RESPONSIBILITIES AND PROCEDURES

G vil Engineers use the procedures in part 2, chapter 31, to get supplies
and equi pnent from Base Supply.

3.13. LOCAL MANUFACTURE OF ITEMS CODED FM

Make requests for these itens according to this chapter. |If the
nonencl ature has SA (sanple available) in the first two positions, the
responsi bl e Mai ntenance activity has the data needed to make the item |If the
nonencl ature shows SR (sanple required), the specifications, draw ngs, sketches,
or samples nmust be sent with the request. |If expected future needs are |arge
enough, the itens may be stocked in Base Supply.

3.14. REQUEST FOR NON-NSN LOCAL PURCHASE ITEMS

Submit requests for itens that do not have an NSN (non-NSN) on DD Form
1348-6. Attachnent A-4 gives instructions for filling out this form To help
Base Supply and the Base Contracting Ofice get needed itens, give the best
possi ble informati on about the item Do not use detail ed draw ngs, blueprints,
or ML standards if commercial, off-the-shelf products are acceptable and | ess
expensive. Provide estimated item prices, allowable tolerances for these prices,
and suggested sources. |If the item being requested is or contains hazardous or
potentially hazardous material, Base Bioenvironnental Engineering nust approve
the itemfor use before you submt your request to Supply Base. See attachment
A-9.

3.15. BRAND NAME/SOLE SOURCE REQUIREMENTS AND USE OF RECYCLED PRODUCTS

3.15.1. Brand Nane Procurenent. A requirenent for brand name procurenent exists
when only one manufacturer's itemfills a custoner's needs. Wth the DD Form
1348-6, the customer must provide, in witing, the technical reasons that
conpetitive procurenent cannot be used. Brand name procurenent does not
necessarily nmean sole source. A brand nane nmay be provided to identify the type
of itemdesired. If it is provided as an exanple only, the words "or equal" may
be used, and a letter of justification is not required.



3.15.2. Sole Source Procurenent. A requirenment for sole source procurenent

exi sts when only one source can be used to get the needed itemor a suitable
substitute. The custoner nust state, in witing, why the needs can only be
satisfied fromone source. This justification nust include the technical needs
to be filled. The Item Research function of Demand Processing checks conmerci al
cat al ogs and GSA Federal Supply Schedules in addition to the normal research and
certifies that no other source can be found. |If sources are found, the DD Form
1348-6 nust be annotated to show the other sources.

3.15.3. Recycled Products. Air Force requires use of products containing
recycled materials, when they are available. Custoners are responsible for
ordering and using recycl ed products except when those products do not neet

m ni mum qual ity standards for their intended use. When original material
procurenent is required, customers nmust include a letter of justification
specifying the technical or mssion requirenments which precludes the use of
recycled materials. Oiginal material items will not be stocked in Supply, and
they will only be requisitioned on a non-recurring basis. For exanple, the
potential for enornous savings exist in recharging certain toner cartridges as

t hey becone enpty versus purchasi ng new ones. The advantages of recharging
cartridges is the cost-savings due to recycling. Many cartridges can be
recharged five to ten tinmes. The Federal Supply Services has a list of contracts
for recharging toner cartridges for various copiers and | aser printers.
Installations may al so enter contractual agreements with local firns that are not
on the list, if it is nore advantageous.

3.15.3.1. Local procedures may be used to allow individual units to set up a
contract for the installation.

3.15.3.2. Local procedures may be used to allow individual units to use AF Form
9, to get the required work acconplished.

3.15.3.3. Customers are encouraged to use recharged toner cartridges as nuch as
possi bl e.

3.15.4. Coding. Al requests for brand nane/sol e source and original material
items nmust be coded nonrecurring so they will not be stocked in Base Supply. |If
there is a continuing need for the item and a suitable substitute cannot be
found, ask Base Supply to initiate an AF Form 86, Request for Catal oging

Dat a/ Action, to have a stock nunber assigned to the item

3.15.5. Justification. To conply with the Federal Acquisition Regulations, a
separate justification nust be made to the Base Contracting O fice for brand
nane/ sol e source and original material itens requisitions. The customer is
responsi ble for preparing any technical requirements of the justification

3.16. REQUIREMENTS FOR ITEMS IN THE DRMO

3.16.1. Access to DRMO. Direct nission organizations that need access to the
DRMO facilities to screen excess or surplus property nmay be adnmitted after
presenting a current enployee or mlitary identification card. Non-m ssion
organi zati ons, such as special services or nonappropriated fund activities, nust
submt witten requests for access to the DRMO according to current DOD and Air
Force Directives (DOD Manual 4160.21-M Defense Utilization and Di sposal Manual,
chapter 9, paragraph B; and volume 6, part 1, chapter 5, section B). For

wi t hdrawal of accountabl e equi pnent itens, process a request through Base Supply.
VWhen needed property is available in DRMD get in touch with Stock Control of the
Mat eri el Managenent Flight of Base Supply. Stock Control takes action to get the
request approved and processed.



3.16.2. Release of Property. DOD policy requires that the DRMO rel ease property
only to individuals who provide the DRMO with an authorized requisition docunent
(DD Form 1348-1A) prepared and authenticated by certifying Base Supply personnel
(See part 2, chapter 9, for additional information.)

3.17. REQUEST FOR PURCHASES FROM REGIONAL GSA SELF SERVICE STORES

GSA Sel f-Service Stores are generally used on an exception basis.
Normal |y, these stores are used by organizations in close proximty or for
energency requirenents. O ganizations are normally required to obtain office and
janitorial supplies fromthe Base Service Store or through bench stock
pr ocedures.

3.17.1. Requirenents for Use of GSA Self-Service Stores. Only personne

aut hori zed by their commander and approved by the COS may use GSA Sel f-Service
Stores. The customer nust prepare an SF 3146, GSA Sel f-Service Store Shopping
List/Sales Slip (typed or printed in ink), listing all itenms and quantities
required and hand-carry it to the Supply Retail Sales Qutlet for processing
(Customer Service in those supply organizations that do not operate Retail Sales
Qutlets). The custoner is required to acconplish the follow ng during supply
processi ng:

3.17.1.1. Present a valid governnental issue (mlitary or civilian) ID card.
The Supply clerk annotates the SF 3146 with the custoner's ID card nunber printed
on the reverse side of the ID card

3.17.1.2. Provide tel ephone nunber.

3.17.1.3. Sign the reverse of the SF 3146 (copies 4 and 5) to certify that
he/ she was advi sed that neither additions nor substitutions are authorized. Only
those itens listed on the SF 3146 can be processed.

3.17.1.4. Sign an AF Form 1297, Tenporary |ssue Receipt, to get a GSA Self-
Service Store charge card (GSA Form 1948, Retain Service Shipping Plate).

3.17.2. Custoner Responsibilities. When an authorized shopper goes to the GSA
Sel f-Service Store, he/she nust conply with all GSA shoppi ng procedures and
requi renents. As a minimum the customer is required to:

3.17.2.1. Show a valid governnental (mlitary or civilian) 1D card, GSA Self-
Service Store charge card (GSA Form 1948) and a properly prepared and approved SF
3146.

3.17.2.2. Post the prices in the proper space on the SF 3146 whil e shoppi ng.

3.17.2.3. Present supplies, conpleted SF 3146, Self-Service Store charge card,
and a valid governmental (mlitary or civilian) ID card at the tinme of checkout.

3.17.2.4. WNake sure the GSA clerk inmprints the SF 3146 with the Sel f-Service
Store charge card

3.17.2.5. (Obtain copy four of the SF 3146 and the cash register sales tape.
Return these and the GSA Form 1948 to the Base Supply Base Service Store.



3.18. REQUEST FOR MARGINALLY PUNCHED CONTINUOUS FORMS

VWhen forns are stock listed and GSA is the source of supply, requests for
mar gi nal I y punched continuous forns are processed through Demand Processing,
usi ng standard M LSTRI P procedures. |If fornms are not stock listed or nornal
UMW PS tinme franes are inadequate to support your urgency of need, submt your
requirenents directly to the servicing reprographics office (DAR), using DD Form
843, Requisition for Printing and Bi ndi ng Servi ces.

3.19. ADJUSTED STOCK LEVELS

3.19.1. Effective Use of Adjusted Stock Levels. Adjusted stock levels are a
means of adjusting base stock |evels where past use may not be the best predictor
of future needs. Sone exanples of these are 1) increases or decreases in flying
programnms, 2) special projects, or 3) support of energency standby equi prment.

VWhen used wisely, adjusted stock |levels are valuable tools in effectively
supporting operational activities. Wen abused, the overall ability of Base
Supply to provide effective support is degraded. Effective use of the adjusted
stock |l evel capability depends on the conbi ned judgment of Base Supply and the
user.

3.19.2. Requesting and Validating Adjusted Stock Levels. Use AF Form 1996 to
request an adjusted stock level. Attachnment A-7A gives instructions for filling
out this form When requesting adjusted stock |levels, the user nust provide
conplete detail justification. For exanple, the justification nust explain how
the adjusted stock | evel quantity was cal cul ated whenever it is greater than one.
Furthernore, it is essential that maintenance and supply nanagers, involved in
this process, thoroughly review the narrative justification of requests for
adjusted stock levels. It is inmportant that only valid adjusted stock |evels be
established to prevent waste of critically needed funds and resources. The
original AF Form 1996 is maintained on file throughout the life of the adjusted
stock level. As specified in part 2, chapter 19, section B, the requesting
agency maintains the AF Form 1996 for base-initiated special levels. The COS

mai ntai ns the AF Form 1996 for all other levels. The user validates all approved
| evel s every 2 years. Stock Control personnel send a list and instructions for
conducting the validation to the user. As part of the validation process, it is
extremely inportant that the user thoroughly eval uate each authorized adj usted
stock level to determ ne whether or not it should be retained, revised
(reduced/increased), or deleted. It is neither practical nor cost effective to
mai ntai n adj usted stock levels that are invalid. Those that are deternined to be
i nvalid, should be deleted or revised accordingly. After validation is

conpl eted, the shop supervisor signs the Iist and sends it back to Stock Control
For base-initiated |l evels, Base Supply personnel take appropriate action and
return copy one of the R35 Listing to the requesting organi zation for filing.

The requesting organi zation retains the certified R35 with the original AF Form
1996.

3.19.2.1. If the justification has changed or a quantity increase is requested,
do not validate the existing level. The user nust prepare and submit a new AF
Form 1996. When the new |l evel is approved, the old level is deleted.

3.19.2.2. If levels are no longer required, draw a line through the appropriate
| evel s.
3.19.2.3. If a quantity is to be reduced, circle the listed quantity and enter

the | ower reduced quantity.



3.20. REQUEST FOR SPRAM ASSETS

3.20.1. Requests for Initial Issue. Submt requests for initial issue of SPRAM
requi renents (including increases to current authorizations) to the SPRAM NMonit or
in the EMS of Base Supply. See chapter 9 for additional information

3.20.2. Requests for Replacenent. Submt requests for replacenment SPRAM assets
to EM5 on an AF Form 2005 or tel ephone the request in depending on the urgency of
need. Mke sure requests include project code 428, demand code R and UIC

AV/I BV/I CV as appropriate. |If the request is filled, process the reparabl e asset

t hrough the normal DI FM cycl e using the SPRAM detail assigned docunent numnber.
The new asset replaces the unservi ceabl e SPRAM asset on t he SPRAM det ai |

3.21. DELIVERY OF BULKY AND HEAVY MATERIEL’S

Pi ckup and delivery coordinates with the organi zati on on the delivery of
bul ky and heavy materiel prior to delivery. Custonmers are responsible for
arrangi ng the off-1oading of the property fromthe delivery vehicle(s) and the
novenent to the custonmer use point.

3.22. IMPAC PROCEDURES

The IMPAC is issued to authorized base personnel by the Accounting and
Finance Ofice and is used to purchase expendabl e supplies and | ow cost equi prment
itenms avail abl e through | ocal sources.

3.22.1. WManagenent of the Credit Card Program The operational Contracting
Ofice is responsible for the overall nanagement of the credit card program

3.22.2. Custoners/Credit Card Holders Responsibility. Custoners nust process
t hrough Base Supply to ensure that avail able Supply stocks are used before
addi ti onal purchases are nade. Credit card hol ders mnust:

3.22.2.1. Provide Base Supply with the description of items to be purchased.
Any et hod of submi ssion may be used. Include the follow ng i nformation

3.22.2.1.1. Part nunber
3.22.2.1.2. Stock nunber, if known
3.22.2.1.3. Requested quantity

3.22.2.1.4. Meaningful nomencl ature and description for Base Supply to use to
determine if the itemor a suitable substitute is already avail able

3.22.2.2. (dearance nmust be obtained fromBase Supply before using the credit
card. Before contacting Base Supply to obtain clearance, ensure authorization
has been obtained fromthe appropriate base agency for the foll ow ng:

3.22.2.2.1. Potential Hazardous Material s--Base Environnental Engi neer/Hazardous
Phar macy

3.22.2.2.2. Medical Supplies--Medical Supply Oficer
3.22.2.2.3. Civil Engineering Supplies and RPIE--Base G vil Engineer

3.22.2.2.4_. Communi cati on and Conput er Har dwar e/ Sof t war e- - CSRB



3.22.2.2.5. Vehicle parts (COPARS) - Vehicle Mintenance O ficer

3.22.2.2.6. FSC 7610 non cat al oged/ non stock |isted publications and all FSC
7630 periodical --Base Library

3.22.2.2.7. O her base activities as specified by applicable AS
3.22.2.3. Ensure that purchases are limted to those authorized by Base Supply.

3.22.2.4. Pick up or arrange for delivery of items fromthe vendor directly to
the card hol der.

3.22.2.5. Contact the EM5 to ensure equi pnment itens are processed through the
EMS prior to purchase for establishment of equi pment authorization on custodi al
records.

3.22.2.6. Mintain all docunentation and records for credit card purchases.
Base Supply is not required to maintain any docunentation authorizing | MPAC
purchases since the cardholder is responsible for the purchase decision

3.22.2.7. Notify Base Supply of any credit card purchases required on a
recurring basis. Base Supply will make a determ nation on whether the itemwl|

be stocked. If the itemis stocked in Base Supply, custoners will be directed to
order the itemthrough the appropriate supply section (i.e., Retail Sales, Denmand
Processing). |If the itemis recurring and not stocked in Base Supply, the

customer shoul d request authorization to purchase the itemas required w thout
contacting Base Supply for each purchase. Base Supply should provide a letter to
the custoner to satisfy I MPAC audit requirenents.

3.23. LOCAL PURCHASE HAZARDOUS MATERIEL

This type of materiel requires control to assure safety to life and
property. Informthe BEE of the Base Medical Service that potential hazardous
materiel is being procured. Accordingly, first-time requests for itens that neet
the criteria for hazardous or potential hazardous materiel must be approved by
t he Base Bi oenvironnental Engineer. The request nust be approved by BEE before
submtting the DD Form 1348-6 to Base Supply for processing. (See attachnment A-9
for a list of local purchase hazardous materiel identification.)

3.24_. UNIT PRICE/EXTENDED PRICE

3.24.1. The unit price indicates the cost or value of one unit of issue of an
itemand is expressed in dollar and cents on the DD Form 1348-1A. The cents are
the last two digits of the unit price. The exception is the unit price for itens
i ssued fromfuels accounts is expressed in dollars, cents, and mlls

3.24.2. Extended Price. The extended price indicates the total cost or val ue of
the total number of units that is issued and is expressed in dollars and cents on
the DD Form 1348-1A. The cents are the last two digits of the extended price.



ATTACHMENT A-1. SUPPLY RESPONSE PRIORITY AND MAINTENANCE REPAIR PRIORITY
DESIGNATOR

PURPOSE

To provide a list of Supply response priority and mai nt enance repair
priority designators, their definitions, and the supply response tine allowed for
each priority designator

DESIG- DEFINITION SUPPLY RESPONSE
NATOR TIME
1 Aer ospace vehicles on alert status, ASAP, but

war plan or national emergency m ssions, NLT 30

i ncluding related AGE, nunitions m nut es

equi prent, and CEM equi prent .

CEM systens or equi pnent incl udi ng

associ ated AGE supporting alert, war

pl ans, or national energency requirenents.

2 Primary m ssion air vehicles, mssile
support aircraft, air launched m ssiles,
and related ACE, munitions, mnunitions
equi prent, and CEM equi pment for the first
8 hours after landing or start of recovery
or within 6 hours of a schedul ed | aunch
alert, or test flight, and during simnul ated
gener at i ons.

Air evacuation, rescue, and weather m ssion
aerospace vehicles and rel ated AGE
muni tions, munitions equi pnent, and CEM

equi prrent .

Al transient tactical and tactical support
aircraft.

Transient tactical and tactical support
aircraft.

Primary m ssion CEM systens or equi pnent,
i ncl udi ng associ ated AGE, when repair is
i mpacting m ssion acconplishnent.

Flight or missile crew training simnulator
or other training equi prent rel ated ACGE
requiring repair, which is inpacting the
m ssion by preventing or delaying student
traini ng.



Primary m ssion air vehicles, mssile ASAP, but
support aircraft, engines, air NLT 1
l aunched missiles and related ACGE hour
muni tions, munitions equi pnent, and

CEM equi pnent under goi ng schedul ed or
unschedul ed mai nt enance.

Transi ent air vehicles not otherw se

listed.

Adm nistrative aircraft within 8 hours

of scheduled flight or on alert status

wi th standby crews.

Ti me change requirenents for nucl ear
weapons.

Schedul ed and unschedul ed nai nt enance of
muni tions that would prevent or del ay

m ssi on acconplishnment, if not perforned.
PME requiring energency repair or cali-
bration, the lack of which will prevent

or delay m ssion acconplishnent.

Spares not available in supply. (Applies
to selection of Miintenance repair priority
designator only.)

Critical end-item and reparable spares or
supply designated "priority repair" spares.
Routi ne mai ntenance of aircrew or missile
training sinulators, other training devices,
or related AGE sites.

Overdue schedul ed mai ntenance to include
peri odi c i nspections, delinquent routine
TCTO and MCL, and other tinme change itens.
Primary m ssion CEM systens or equi pnent

i ncl udi ng associ ated AGE when repair wll
not inpact m ssion acconplishment.

Al ternate equi pment provided to ensure

uni nterrupted operation of primary m ssion
equi prrent .

AGE requiring emergency repair or calibration
the Iack of which will delay or prevent

m ssi on acconpl i shnent.

Repar abl e spares when |ike serviceabl e
spares are not available in Supply.

Al'l base energency vehicles, aircraft

fuel s servicing vehicles, alert vehicles,
463L | oadi ng vehicles, and crash or fire
vehi cl es deadlined for parts conditions.



Routi ne or extensive repair of primary ASAP, but

air mssion and rel ated AGE and repair NLT 4
cycl e assets. hour s(see
Note 1)

Admi ni strative aircraft undergoi ng sche-

dul ed or unschedul ed mai nt enance.

Routi ne mai nt enance of AGE, not otherw se

i sted above.

VWRM i t emrs due mmi nt enance or inspection.

I nspection, maintenance, and TCTO conpli ance
of MSK or MRSP materiel.

Extensive repair of aircrew or mssile
training sinulators, other training devices,
or related AGE.

I nspection, maintenance, and TCTO conpli ance
of munitions and nunitions equi pnment, ex-

cl udi ng spares excess to base requirenents
not |isted above.

Schedul ed cal i bration and unschedul ed re-
pairs on PVE not |isted above.

Schedul ed mai ntenance to include periodic

i nspections, routine TCTO MCL, and tine
change itens.

Primary m ssion CEM systens or equi pnent

i ncl udi ng associ at ed AGE under goi ng extensive
repair or nodification.

Repair of other CEM systens or equip-

ment includi ng associ ated AGE.

Repair of CEMrepair cycle assets.

VWRM i t emrs due mmi nt enance or inspection.
Repair and calibration of AGE not included
above.

Routine or extensive repair or nodification
of training equi pnent and rel ated AGE not
schedul ed for instructional use within the
next 8 hours.

Schedul ed cal i bration and unschedul ed re-
pairs on PVE not |isted above.

Base vehicles. Al VDP conditions except
for anbul ances, crash or fire trucks, and
aircraft refueling vehicles.

Nont acti cal or nonprimary-mssion air- ASAP, but
craft undergoi ng extensive repair. NLT 8 hours
Fabrication and repair of aeronautica

items not carrying a higher priority.

Bench stock requirenents.

Extensive repair of aircrew training devices.

Ti me change requirenents not |isted above.

Routine repair of missiles, AGE, and RPIE

i ncluding repair cycle assets.

Al ternate and ot her CEM systens or equi pnent,

i ncl udi ng associ at ed AGE under goi ng extensive

repair or nodification.

Cl earing routine del ayed di screpanci es on

trai ni ng equi pnent or AGE, and routine

mai nt enance which will not inpair or affect

m ssi on acconpli shnent.

Equi prent requirenents.



6 Fabrication and repair of nonaeronauti cal ASAP, but

itens. NLT 12 hours
(see Note 1)
7 Spares excess to base requirenents. None
establ i shed
(see Note 1)

NOTE 1: Delivery vehicles will not be dispatched solely for the purpose of
nmeeting the specified Supply delivery times, but all deliveries for these
priorities will be not later than the end of the next duty day.

NOTE 2: Job Control will determine priority between aerospace vehicles or
equi pment with the same Maintenance repair priority in relation to schedul ed
utilization tine.

NOTE 3: Normally, the Miintenance repair priority and Supply delivery priority
are identical; however, the Mintenance Control Supervisor nmay authorize the use
of a |l ess responsive Supply delivery priority when the tinme or date for a part
does not justify the delivery time specified. Furthernore, delivery tinme ends
when the materiel is presented to the customer or organization for signature--it
DCES NOT include time required to | ocate personnel to accept the materiel or tine
required for a custoner to in-check or Iog-in.

NOTE 4: Administrative aircraft assigned to the 63rd MMAWw || carry the sane
priority as primary mssion aircraft.

NOTE 5: During enmergency war order or operational exercises, the prepl anned
mai nt enance fl ow determ nes job sequence



ATTACHMENT A-2 UND, FAD, AND SUPPLY PRIORITIES
A2.1. PURPOSE

To illustrate the UND and FAD rel ati onship and how t he of f - base
requisitioning priority is determ ned.

Figure A2.1. UND, FAD, and Supply Priorities

1 Urgency of Need Deslgnator
F "h._h-hnn_____“_ah‘-hhhé *qn“‘?i“-uh-u““‘__‘-‘-
1

& 2 1 4 11
| 5 12

D 3 8 13
1 ] 14
B 10 18

Supply Prioritles




ATTACHMENT A-3 SAMPLE AF FORM 2005, ISSUE/TURN-IN REQUEST

Figure A3.1. Sample AF Form 2005, Issue/Turn-In Request
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ATTACHMENT A-3A INSTRUCTIONS FOR PREPARING AF FORM 2005, ISSUE/TURN-IN REQUEST

A-3A.1 PURPOSE

To provide instructions for preparing AF Form 2005, I|ssue/ Turn-in Request
(See Attachment A-3, sanple AF Form 2005).

POSITION
NUMBER
Bl ock A
1-3

4-6

8-22

Bl ock E
23-24
25-29
31-33

44

53

57-59

60-61

65- 66

67-80

Bl ock J

ENTRY
Nane of requesting individual and tel ephone nunber.

TRIC
Del i very destination

NSN. If a NSN is not available, give the provide a DD Form 1348- 6,
DOD Single Line Item Requi sition System Docunent (see attachment A-4
i nstructions).

Techni cal order, figure and index. Part nunber and the CAGE code.
Unit of issue.

Quantity required.

Organi zati on and shop code.

Demand code (see attachnent A-5). Submit a letter of initial issue
when requesting the initial issue of a repair cycle item (ERRCD XD2
or XF3) (demand code 1).

FAD. Normally, left blank. Base Supply has al ready assigned the FAD
you are authorized in the USAF PD to your organization record, so the
SBSS conputer will automatically assign the FAD to your issue request
and the subsequent requisition. |If the required itemis in direct
support of another organization with a higher FAD, enter that

organi zation's FAD as an override on that individual issue request.
Do not use FAD override procedures for routine adm nistrative or
janitorial support.

Project code. Project codes are 3-digit characters assigned by the
JCS, DOD, and the Mlitary Services for identifying special projects.
The project code also allows |ogisticians to identify supply
transacti ons associated with the project.

Supply Response Priority Miintenance (fornerly called
delivery priority) (see attachnent A-1).

UJC. ldentified by two elenments; the UND and the type of requirenent
(see attachment A-6).

Mark-For. Use this field to identify the end itemon which the
requested itemw |l be used. For instance, if the itemis required
for an aircraft, enter the aircraft serial nunber, SRD, the work unit
code, and the MAJCOM code in this field.

Nonencl ature. Enter a neani ngful nonenclature in this field



ATTACHMENT A-4 SAMPLE DD FORM 1348-6, NON-NSN REQUISITION

Figure A4.1. Sample DD Form 1348-6, Non-NSN Requisition
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ATTACHMENT A-4A INSTRUCTIONS FOR PREPARING DD FORM 1348-6, NON-NSN REQUISITION

POSITION

ENTRY

NUMBER
1-3

8-22

23-24

25-29

BLOCK

Left blank by the initiating activity. Used by Stock

Control on requisitions submtted to the source of supply.
TRICISU is assigned by Demand Processing only if the requested
itemcan be identified by an NSN or |ocal stock nunber.

Left blank by the initiating activity. Demand Processing
personnel determ nes and enters RI on the | ower margin of
the remarks bl ock.

Left blank by the initiating activity. Stock Control
personnel enters the manufacturer's code and part nunber.
Leave this part of the form bl ank when the part nunber
exceeds 10 positions or the manufacturer's code is unknown
(zzzz7z). \Wen an NSN is known, but the Air Force is not

a recorded user, enter the NSNin the remarks field,
indicating the Air Force is not a recorded user

Left blank by the initiating activity. Demand Processing
personnel places the proper unit of issue in the | ower
margi n of the remarks bl ock.

To be conpleted by Stock Control personnel. Take this
i nformati on fromthe acconpanyi ng AF Form 2005.

ENTRY
Sel f - expl anat ory.

Enter the manufacture’ s nane and address if known. | f
nore than one, enter on the reverse side of the form

If applicable, enter the comrercial catal og nunber and
the date that identifies this item

Enter the technical order nunber, figure, and index
numnber .

Enter the technical manual nunber, figure, and index.

Sel f - expl anat ory.



Enter a conplete description of the item the first 19
characters being the nost pertinent descriptive data
recomended for stock nunmber directory purposes. ML-

STD- 12B abbrevi ati ons may be used. Use comon conmer ci al
terns. Be realistic and use identifiable purchase
descriptions. Continue on the reverse side of the form

if this block is too small. Include the unit price, if
known; otherw se, enter an estimated unit price. Answer
the following when witing a commerci al description

a. What is it? Start description with a proper noun

b. What is it nade of ? Paper, wood steel, al um num

pl astic.

c. \Wat are the critical elenments? Shape, size, color
out si de di aneter, height, |ength.

d. What are its principal characteristics?

Nont oxi ¢, technically or chem cally pure, high grade,
commer ci al or construction grade.

e. \Wat does it do? Holds, drives, separates, connects.

f. Wat type of work is it used in? Electrical, nechanical
pl umbi ng.

g. Howis it used? Is it mainly used by itself or with other
itens?

h. What is it used for? Indicate its use or purpose.

i. Wiere is it used? Is it a part of a conplete assenbly?
j. Is it recoverable? Can a used item be repaired
econom cal | y?

11

Sel f - expl anat ory.

Sel f - expl anat ory.

Bl ocks 9 through 9e contain data applicable to the end-item

Left blank by the initiating activity. The itemresearch
function personnel of Denand Processing enters

t he organi zati on nane and proper address. Example:

58 Supply Sq, Luke AFB AZ. For DD Forns 1348-6 dated

before April 1977, enter this information in the remarks bl ock

Enter the organization identification, indicator, and

t el ephone nunber. For locally procured itens, the using
activity is responsible for identifying safety standards,
specification, constraints, or hazards. The |ocal safety
office is available to assist the organization, if needed



ATTACHMENT A-5 DEMAND CODES AND THEIR USES

DEMAND TYPE ISSUE
CODE

I Initial

C Contract or

R Recurring

N Nonr ecurri ng

ASSIGNMENT

Used on issue requests subnmitted to satisfy
an original shortage or installation, or to
repl ace an itemthat was originally
in-stalled, but was later lost. Exanples are
requests for itenms to be installed in bench
test sets or nmockups, or items lost in
flight, fire, or crash. No turn-in of an
unserviceable itemis involved; nor is a

DI FM control established.

Used on requests froma contractor for itens
requi red Support in support of an authorized
contract. DIFMcontrol is not established on
this code and should be used only when it is
anticipated that a like itemw Il not be
turned in.

This is the nost conmonly used code. It
applies to day-to-day issues to an

organi zation for normal operations when it is
anticipated the itemw Il continue to be
required in the future. This code wll
establishes DIFM control on repair cycle
assets. It is normally used when replacing
alike itemthat is suspected to be or
actually is unserviceable or one that is
condemed.

This code is used for one-tinme requests for
items for which no future need is expected.
Nonrecurring requests include itens issued to
perform nodification or retrofit, or to
replace items in a kit with a newer item

DI FM control is established on repair

cycle assets. It should be used when
requesting unusually | arge one-tine

requi renents that are out-of-phase with

nor mal needs.



ATTACHMENT A-6 UND
PURPOSE

To explain the one-position A/N character used to express varying degrees
of urgency when operational nission capability is jeopardized due to materi el

nonavailability. 1t is also used by the requisitioning prograns to deternine
priority.

UND CODE ASSIGNMENT AND USE

A Lack of the requested item prevents m ssion

acconplishment. This code is used for UND A requirenents
that do not cause a reportable not M CAP supply
condition. Depending on the FAD of the requesting

organi zation, a priority 01, 02, 03, 07, or 08 off-base
requisition results if the requested itemis not

avail able in Supply. Wien using this code, justify its
use.

1 Lack of the requested item prevents m ssion
acconpl i shment by causi ng an NMCS, ROCP, NAI OP, CCMEI P,
VDP, AGECCP, ECM ENG NMCS, TDI OP, sel ected phot ographic
equi pmrent M CAP condition. Depending on the FAD of the
requesti ng organi zation, a priority of 01, 02, 03, 07, or 08

of f - base
requisition results if the requested itemis
not available in Supply. This code is assigned by Base
Supply if the itemis needed to repair a M CAP
reportable end-item (see notes 1 and 2).

B Lack of the requested iteminpairs mssion acconpli shment
by decreasing effectiveness and efficiency. Depending on
the FAD of the requesting organization, a priority 04,
05, 06, 09, or 10 off-base requisition results if the
requested itemis not available in Supply. Wen using
this code, justify its use.

C This code is used for stock replenishnent, initial
stockage of parts for new end-itens, or other routine
requi renents that do not qualify for assignment of a
higher UND. UND C is automatically assigned to al
requests when a hi gher urgency of need is not specified.
VWhen this code is used, priority 11, 12, 12, 14, or 15 is
assigned to the off-base requisition

J Lack of the requested iteminpairs mssion acconpli shment

because the end-itemis not fully equipped or is
operating in alimted or restricted capacity. This code
is assigned by Base Supply if the itemis needed to
repair a MCAP reportable end-item Depending on the
FAD of the requesting organization, a priority 01, 02,

03, 07, or 08 off-base requisition results if the
requested itemis not available in Supply (see note 2).



/ (sl ash) Lack of the requested itemcreates a reportable battle
damage condition as outlined in AFR 700-9, volume 1.
This code relates to UWC AA and is used for UND A
requi renents when the M CAP condition was caused by
hostile action. Use of this code generates a M CAP
condition code M (see note 2).

NOTE 1: Refer to the SRD Table in CAMS/ REM S to determ ne which end-tinmes are
M CAP reportable and for their related SRD.

NOTE 2: US Air Force standard UIC is used for all non-M CAP requirenents. The
follow ng applies for verified M CAP issue requests--the first position of the
United States Air Force standard UIC is replaced by the SBSS M CAP UND i ndi cat or
1, J, or / (slash). These M CAP UND indicators are used by the SBSS to generate
a M CAP condition code. The authorized conbination of these M CAP UND i ndicators
with the section and position of the standard WC codes are listed in this
attachnent.



ATTACHMENT A-7 SAMPLE AF FORM 1996, ADJUSTED STOCK LEVEL

Figure A7.1. Sample AF Form 1996, Adjusted Stock Level



STOCK NUMBER NOMENCLATURE ORGN CONTROL NO. | BASE CONTROL NO,
PART NUMBER APPLICATION (T.0., flgure and index] | SFD BROJECT | suppLY POINT BENCH STOCK
REPAIR SHOP REPAIR SHOP CAPABILITY REPAIRSHOP | RPC LEVEL REQUESTED
0O Rl O PARmAL | MAXIMUM MIN UM
]  NONE
DATE DRIGINATOR ORGANIZATION OFFICE SYMBOL AUTOVON NUMBER
DATE BIGNATURE OF APFROVING OFFICIAL {Deputy Commander for malitenanoe OFFICE SYMBOL AUTOVOM NUMBER
oF equivaltent)
AS OF DATE | ERRC Ul | UNIT PRICE | ROUTING ID | BC DEMAND LEVEL | DOFD CUM RECUR OMD
b
a | poLp MAXIMUM LEVEL MINIMUM LEVEL FIXED LEVEL D0 28 CENTRaL | ADJ DEMAND LEVEL WARM LEVEL
- LEVEL
&
5 AVG % BASE | NRTS CONDEMNED REPAIRED o8ST | RCT NET ADJUSTMENT
DATE S|GNATURE APPROVE | DISAPPROVE OFFICE SYMBOL AUTOVON MUMBER

FUNDS MANAGER OR EQUIVALENT

BTOCK CONTROL OFFICER OR EQUIVALENT AFSRAN
=
] CHIEF OF SUPPLY OF EGUIVALENT AFSRAN
3 MAJGR COMMAND OFFICE SYMBOL
g INVENTORY MANAGEMENT SPECIALIST OFFICE §¥MBOL

LGGISTICS SVSTEM MGT DIVISION OFFICE SYMBOL
BTOCK NUMBER NOMENCLATURE Lic MAX LEVEL APPROVED | MIN LEVEL APPROVED
JUSTIFICATION
REASON FOR DISAPPROVAL

DATE ORIGINATOR ORGANIZATION OFFICE SYMBOL AUTOVON NUMBER

g
-
< [Date SIGNATURE OF AFPROVING OFFICIAL (Deputy Commander for maintenance of OFFICE SYMBOL AUTOVON NUMBER
g- equivalant]
=
@ [oaTe SIGNATURE OF CHIEF OF SUFPLY for equivalent] AFSRAN AUTOVON NUMBER

AF FORM 1996, APR B3 (EF)

PREVIOUS EDITION WILL BE USED,

ADJUSTED STOCK LEVEL







ATTACHMENT A-7A INSTRUCTIONS FOR PREPARING DD FORM 1996, ADJUSTED STOCK LEVEL
A7A.1. PURPOSE

To provide instructions for preparing DD Form 1996, Adjusted Stock Level.

BLOCK ENTRY
1-2 Sel f - expl anat ory.
3 Organi zati on and shop code (5-digit code identifying the

organi zati on and shop requesting the adjusted stock |evel).
For exanple: 323 IE.

4 Part nunber of requested item

5 Techni cal order nunber, figure and index.

6 If applicable, enter the SRD of the item

7 If applicable, enter the project code

8 Eﬁéntity required on supply point. |If not applicable, enter

9 Quantity required on bench stock. |If not applicable, enter NA

10 If applicable, enter the repair shop code.

11 If applicable, enter an X in the appropriate block to indicate
repair capability.

12 If applicable, enter the average in-shop repair tine.

13 If applicable, enter the locally assigned nunber of the

reparabl e processing center that services the repair shop

14 Enter a maximumlevel to limt the quantity of the itemthat
Supply will stock. You may want to limt the quantity stocked
due to a projected phase down, seasonal requirenents, or
limted storage facilities.

15 Enter a minimumlevel to specify the mninumquantity required
to support anticipated requirenments. A mninmmlevel may be
needed if there has been insufficient demand experience or to
ensure a m ni mum operating level is on hand regardl ess of
fluctuations in demand.

16- 20 Sel f - expl anat ory.



21-24 The approving official should be the Logistics G oup Commander or
equi valent. The BCE or a designated representative may
approve requests for adjusted stock levels initiated by the BCE
activity. The vehicle maintenance officer or superintendent
may approve requests generated by vehicle maintenance
activities. For maintenance activities operating under
AFl 23-101, the maintenance control officer may sign the
request. The organi zati on commander wi || approve adjusted
stock levels for nunitions itens when the FK account is
organi zed under the Logistics G oup Conmander. For al
other activities, the organizati on commander will sign as the
approvi ng official

25 Enter conplete justification to support establishnent of the
adjusted stock level. State the inpact that the [ack of the
itemw |l have on the mission if the itemis not imediately
avail able. Cearly indicate the conditions and situations that
warrant the adjusted stock |evel. Furnish specific details as
to the reason why current stock |evels based on custoner
demands are inadequate. Reasons may include, but are not
limted to the foll owi ng exanpl es: seasonal itens, standby
items, m ssion changes, nodifications to existing systens, or
items required to maintain integrity of matched or built up
sets. For AFMC-nmanaged recoverable itens, the
justification nmust reflect the specific reason for
negotiation as outlined in AFM 67-1, volune 1, part
1, chapter 12.



ATTACHMENT A-8 UJC
A8.1. PURPOSE

To explain the two-position al pha/ nuneric code used on SBSS i ssue requests
to determ ne the urgency of need and type of requirenent (justification) as
descri bed below. Use US Air Force standard UJC for all non-M CAP issue
requi renents. The follow ng applies for verified M CAP reportable end item
i ssue requests--the first position of the USAF standard UJC code will be repl aced
by the SBSS M CAP UND indicator 1 or J. These M CAP UND indicators are used to
generate a M CAP condition. The corresponding M CAP condition codes generated
are listed below The M CAP UND indicator is converted to the appropriate US Air
Force standard UND for all M LSTRI P docunents.

SBSS MICAP  USAF STANDARD
MICAP  CON- URGENCY
CON- UND/ZUJC DITION JUSTIFICATION
DITION DESCRIPTION FLAG CODE CODES NOTES
NMCS Aer ospace vehicle 1A G AA -- --
not m ssion ca-
pabl e supply
(i ncludes I CBM

PMCS Aer ospace vehicle JA F AA
partial m ssion
capabl e supply
(i ncludes I CBM

BD Battl e damage /A M AA -- --

ROCP Radar out of com 1C K AC BC CcC
m ssion for parts
(equi prrent out
of commi ssi on)

RCOLP Radar out of com JC L AC BC CcC
m ssion for parts
(equi prrent oper -
ating inlimted
or restricted ca-
pacity)

NAI OP Navi gati onal aids 1D K AD BD (6D
i n-operational
(equi prrent out
of commi ssi on)

NAI LP Navi gati onal aids JD L AD BD D
i n-operational
for parts (equip-
ment operating in
alimted or re-
stricted capacity)



CCMVEl P

CCMVEl P

PMCS

AGECCP

AGEQLP

ECM

Comruni cat i ons

crypt o/ net eor -

ol ogi cal equi p-
ment i noperative
for parts (in-
cludes L sys-
tens) (equi p-

nment out of com
m ssi on)

Communi cat i ons/

crypt o/ net eor -
ol ogi cal equi p-
ment i noper a-
tive for parts
(includes L sys-
tens) (equi p-
ment operative
inlimted or
restricted ca-
pacity)

Vehi cl e deadl i ned

(i n-operative)
for parts

P-15 fire fight-

i ng vehicle par-
tial mssion ca-
pabl e supply

Aer ospace ground

equi prent out of
conmi ssion for
parts (includes
an inoperative
test station seg-
ment if required

to repair an essen-
tial asset |isted

1E

JE

1F

JF

1G

in the command M ss-
i on Essential Spares

Li sting

Aer ospace ground

equi prent out of
conmi ssion for
parts (equi prment
operating in lim

ited or restricted

capacity)

El ectronic warfare

pod i noperative

or mssile or drone

not m ssion capa-
bl e supply (ex-
cl udes 1 CBM

JG

1H

E

AG

AG

BE

BE

BF

BF

BG

BG

BH



MUNI -
TI ONS

ENG

NMCS

RDTP

PMEL

NMCS

Aer ospace muni - -- AJ BJ
tions not ms-
sion capabl e

supply

ndustri al / pro- -- AK BK
duction in re-
pair or manu-
facture of pri-
mary weapons,
equi pment, or
suppl i es hav-
ing a work stop-
page due to the
| ack of materi el
(See Note 1)

Vital base real -- -- AL BL
property facility
i noperative (in-
cludes nmissile RPIE,
fuel s | aboratory,
and servicing fa-
cilities)

Aer ospace engi ne 1M E AM BM

(applies to M CAP
reportabl e and

M CAP nonreport -
abl e engines) is
not m ssion capa-
bl e supply

Space research/ -- -- AN BN
devel opnent / t est

engi neeri ng pro-

j ect stopped for

supplies

Part required for -- -- AO BO
repair of non-M -

CAP reportabl e

items by preci-

si on neasurenent

equi prrent | abor a-

tories

M CAP reportable 10 W AO BO
preci si on neasure-

ment equi pnent in-

operative for parts

(equi prent out of

commi ssi on)



PMCS

TDI OP

TDI LP

AWP

M CAP reportable
preci si on nea-
surenment equi p-
ment i noperative
for parts (equip-
ment operating in
alimted or re-
stricted capacity)

Trai ni ng equi p-
nment - -trai ner
cannot be used
to perform any
degree of it
designated train-
i ng objective

Trai ni ng equi p-
nment - -trai ner
can be used but
i s not capable
of performng al
of the command
trai ni ng obj ec-
tives due to one
or nore designed
capabilities being
i noperative

Del ayed di screp-
ancy entry re-
cords

Materiel required
to repair unser-
vi ceabl e recover -
abl e assets in
the repair cycle
that need parts
to return themto
a serviceabl e con-
dition

Materiel required
to mai ntain health,
wel fare, noral e,
or support person-
nel

Mobility kit, no-
bility equip-

ment short ages,

war consumabl es

i nviol ate | evel,
Harvest Eagle re-

pl acenent require-
ments, LOGDET no-
bility requirenments

JO

1P

JP

AO

BO

BQ

BR

BS

AT

BP CP

BP CP

Note 2



TCTO

MEE

EAI D

NAI RS

PMCS

HPVBK

1JC

Materiel required
to conply with
ti me change/tine
conpl i ance tech-
ni cal orders

nitial/repl ace-
nment of control -

| ed m ssion equip-
ment (i ncl udi ng
SPRAM r equi r e-
ments) and sta-
tion set and
housekeepi ng set
itens

Wor kor der require-
nment not ot her-
w se descri bed

Initial/repl ace-
ment of EAID
short ages not
ot herw se de-
scri bed

M CAP reportable
ai rborne i mage
recordi ng and
support equi p-
nment

M CAP reportable

i mage recordi ng
and support equi p-
ment partial ms-
sion capabl e

Initial or re-

pl acenent re-
qui rements in
support of high
priority ms-

si on support
kits (MRSP de-
tails contain-
ing type WRM
spares code F)
This WC wll be
assi gned under
pr ogram contr ol
as appropriate

Al'l requirenents
not ot herw se
descri bed

1Yy

JY

AU

AV

AW

AY

AY

BU

BV

BW

BY

BY

17

BZ

cv

CX

Note 3



DC Di sease or cal am -- -- -- AZ -- Note 4
ity medical dis-
aster relief sup-
plies or equip-
ment to prol ong
life in case of
critical injury,
fatal disease,
or calamty.

El C Organi zat i onal -- -- -- Bz --
clothing to pro-
vide a mni mum
of essenti al
clothing to an
i ndi vi dual .

NOTE 1: Urgency justification code AK and BK are used only by AFMC activities
wi th SRAN 7048 or 2180, or any SRAN within the 20 or 23 series except 2300.

NOTE 2: Submit requests for new or increased pre-positioned war reserve materiel
requi renents using UND C as the normal nethod. |If an overriding operational
situation justifies i mediate support, the using major command may aut horize the
use of UND B.

NOTE 3: Use urgency justification codes AV and BV when circunstances such as
unit activation, deploynents, etc., dictate the use of priority requisitioning to
obt ai n equi pnent and when the | ack of which would prevent or inpair the

acconpl i shment of the unit's m ssion.

NOTE 4: Establish a FAD 3 due-out for DC requirenents. UJC AZ will create a
priority 03 requisition and a due-out; UIC BZ will create a priority 06
requi sition and a due-out



ATTACHMENT A-9 LOCAL PURCHASE HAZARDOUS MATERIAL IDENTIFICATION
A9.1. PURPOSE

To identify those itenms which fall under the criteria |listed bel ow and are
possi bly hazardous materiel requiring control to assure safety to life and

property, according to DOD Instruction 6050.5 and Federal Standard 313B

A9.2. IDENTIFICATION

A9.2.1. Federal Supply Classes in which all itenms nust be identified are as
fol | ows:

FEDERAL

SUPPLY

CLASSES TITLE

6810 Chemical s

6820 Dyes

6830 Gases (Conpressed and Li quefi ed)

6840 Pest Control Agents and Disinfectants

6850 M scel | aneous Chemical Specialties

7930 C eani ng and Pol i shi ng Conpounds and Preparations
8010 Pai nts, Dopes, Varnishes, and Rel ated Products
8030 Preservati ve and Seal i ng Conpound

8040 Adhesi ves

FSG 91 (Packaged Products Only)

9110 Fuel s (Solid)

9130 Li quid Propellant and Fuel s (Petrol eum Base)

9135 Li quid Propellant Fuels and Oxidi zers (Chem cal Base)
9140 Fuels, G ls

9150 Ols and G eases (Cutting, Lubricating, Hydraulic)
9160 M scel | aneous Waxes (G| and Fats)

A9.2.2. Federal Supply Casses in which only hazardous itens need to be
coordi nated with the Base Bi oenvironnmental Engi neer

FEDERAL

SUPPLY HAZARDOUS I1TEMS REQUIRING

CLASS TITLE IDENTIFICATION

1370 Pyr ot echni cs Warning fuse, fire starter

1375 Denolition Materials Expl osi ve devi ce

2520 Vehi cul ar Power Itenms containi ng asbest os,
transm ssi on components

2530 Vehi cul ar Brake Itenms containi ng asbest os,
for exanple, steering,
axl e, wheel, and track
conmponent s

2540 Vehi cul ar Itenms containi ng asbest os,

for example, furniture and
accessories



2640

3433

3439

3610

3655

3680

4240

5610

5640

5820

5835

5910

5915

5920

Tire Rebuilding and Tire
and Tube Repair Materials

Gas Wl ding, Heat Cutting,
and Metalizing Equi pnent

Wl di ng and Brazing
Suppl i es

Printing, Duplicating
and Bookbi ndi ng Equi prent

Gas Cenerating and Dis-
pensi ng Systens, Fixed
or Mbile

Foundry Machi nery, Rel ated
Equi prent, and Supplies

Saf ety and Rescue Equi pnment

M neral Construction
Mat eri al s (Bul k)

Wal | board, Buil di ng Paper
and Thermal Insul ating
Material s

Radi o and Tel evi si on Com
muni cati on Equi prent ( Ex-
cept Airborne)

Sound Recordi ng and Repr o-

ducti on

Capacitors

Filters and Networks

Fuses and Li ghting
Arresters

Only itenms containing flam
mabl e or toxic conpounds

Conpressed gases

Only hazardous itens such
as cl eaning acids, flux,

and supplies that contain
or produce hazardous funes

Fl ammabl e or toxic litho-
graphi ¢ sol utions

Only those itens producing
hazar dous funes

Fl ammabl e or toxic casting
conpounds

Those itens that rel ease
oxygen or contain
conpressed or initiating
char ges

Hazardous itens such as
cut back asphalt, deck and
floor covering, deck and
surface underlay conpound,
seal i ng conmpound, flight
deck conpounds

Asbest os cl ot h which has
| oose fibers or that may
beconme ai rborne

Those circuit cooler itens
cont ai ni ng bases that are
regul ated as hazardous to
the earth's ozone | ayer

Those recordi ng tape
cl eaners contai ni ng
hazar dous cl eani ng
fluids or packaged in
pressure contai ners

Those itens contai ning
pol y- chl ori nat ed- bi phenyl s

Those itens contai ning
pol y- chl ori nat ed- bi phenyl s

Those itens contai ning
radi o-active materials



5925

5935

5950

5960

5965

5970

5985

5999

6135

6140

6220

6230

6240

6260

6350

6505

Circuit Breakers

Connectors (Electrical)

Coils and Transforners

El ectron Tubes and Asso-
ci at ed Hardware

Headsets, Handsets
El ectrical Insulation
and Insulating Materials

Ant ennas, Wavegui des, and
Rel at ed Equi pnment

M scel | aneous El ectri cal
and Oxi de El ectronic Com
ponent s

Batteries (Primary)

Batteries (Secondary)

El ectric Vehicul ar Lights
and Fi xtures

El ectric Portable and Hand
Li ghti ng Equi prent

El ectric Lanps

Non- El ectric Light

M scel | aneous Al arm
Signal, and Security

Drugs, Biologicals, and
Oficial Regents

Those itens contai ning
radi o-active materials

Those itens contai ning
fl ammabl e chemi cal s

Those itens contai ning
pol y-chl ori nat ed bi phenyl’s

Those itens contai ning

radi o-active isotopes and
requiring | abels that

requi re speci al precautions
when prepared for air

shi pment

Those itens containi ng mag-
netic material speakers

Those itens contai ning
fl ammabl e sol vents

Those kits containing flam
mabl e chemi cal

Those contact plates con-
tai ning beryllium

Lead-acid, lithium nercury,
and al kaline (with el ectro-
lyte) batteries

Those wet or noist itens
cont ai ni ng corrosive or
ot her hazardous materials

Those itens containing mer-
cury

Those itens contai ning
batteries

Those itens contai ning
nercury

Those itens contai ning
nercury

Those itens containi ng wet
batteries or radio active
mat eri al s

Only hazardous itens as
defined in Federal Standard
Nunber 313B. Contact the
BEE for assi stance.



6508

6510

6520

6525

6625

6640

6685

6740

6750

6780

7360

7510

8405

8415

8465

Medi cal Cosnetics

Surgical Dressing Materials

Dental Instruments, Equip-
ment, and Supplies

X- Ray Equi pnent and Sup-
plies: Medical, Dental,
and Veterinary

El ectrical and El ectronic
Properties Measuring and
Testing Instrunents

Labor at ory Equi prent and
Suppl i es

Pressure, Tenperature and
Hum dity Measuring and
Control ling Instrunments

Phot ogr aphi ¢ Devel opi ng
and fi ni shing equi prent

Phot ogr aphi ¢ Suppl i es

Phot ographic Sets, Kits
and Qutfits

Sets, Kits, and Qutfits
(Food Preparation and
Servi ng Equi prent)

O fice Supplies

Qut er wear (Men)

d ot hi ng ( Speci al )

I ndi vi dual Equi pnent

Only hazardous itens as
defined in Federal Standard
Nunber 313B. Contact the
BEE for assi stance.

Only itenms containing flam
mabl e sol vents

Only itenms containing
fl ammabl e sol vents,
mercury, or asbestos

Only itenms containing
chem cal sol vents

Those itens contai ning
radi o-active materials

Only itenms containing flam
mabl e conpounds, nercury
or asbhestos

Item containing nercury or
conpressed gases

Those itens contai ning
radi o-acti ve conpounds

Only itenms containing
hazar dous cheni cal s,

sol vents, thinners, and
cenent s

(See FSC 6750)

Those itens containing com
pressed gases such as fire
ext i ngui shers

Only hazardous itens, such
as solvent, thinners,

fl ammabl e i nks, and
var ni shes

Those nai nt enance kits con-
tai ning fl anmabl e sol vents

Those nai nt enance kits con-
tai ning fl ammabl e sol vents

Those nai nt enance kits con-
tai ning fl anmabl e sol vents



8510

8520

8720

9390

9920

9930

Per funes, Toil et Prepa-
rati ons, and Powders

Toi l et, Soap, Shaving Pre-
parations, and dentifrice's

Fertilizers

M scel | aneous Fabri cat ed
Nonnetal lic Materials

Snmoker's Articles and
Mat ches

Menorials (Ceneterial and
Mort uary Equi prent and
Suppl i es

Shi ppi ng cont ai ners and
pressurized containers wth
fl ammabl e propellants only

(See FSC 8510)

Only itenms containi ng weed
and pest control or other
harnful ingredients or be-
cause of their conposition
are hazardous

Those itens contai ning
f 1 ammabl e sol vents or
asbest os

Li ghter fuel and matches
only

Those itens containing for-
mal dehyde or its solutions



CHAPTER 4 TURN-IN PROCEDURES
SECTION A TURN-IN PROCEDURES
4.1. CHAPTER SUMMARY

This chapter provides procedures for turning in all equiprment and supplies
aut horized to be returned to Base Supply or for direct turn-in to the DRMO  The
policy for disposing of government property is relatively sinple. The only itens
that may be di sposed of as trash are itens that have no required demlitarization
actions (DEML codes A and B) and no potential value to the governnent through
future use or resale by the DRMO, either in its current configuration or for its
basic materiel content (for exanple, used gaskets, seals, broken plastic |enses,
and used light bulbs). Al other materiel, serviceable or unserviceable, must be
turned in to Base Supply or DRMO for disposition. Al itens requiring
demlitarization will be turned in to DRMO on a separate DD Form 1348- 1A and not
batch Il otted.

4_.2. OVERVIEW

This section describes the procedures that supply custoners are to use to
turn-in equi pment and supplies into Base Supply and the DRMO. It also identifies
those itens that may be di sposed of within the custonmer's organization

4_3. PICKUP AND DELIVERY

Repair cycle, equipnment, and serviceable consumable itenms will be picked up
from on-base activities by Base Supply Pickup and Delivery or Repair Cycle
Support personnel. Bench stock itens will be picked up fromon-base activities
by Bench Stock Support personnel. The LCGC establishes on- and of f-base
procedures for picking up, docunenting, and delivering scrap materiel to the
appropriate DRMO. I n determ ning which activity will be responsible for this
action, the LCC considers the |ocation of the base and the DRMO, the anount of
scrap involved, and the capabilities of appropriate activities such as
transportation, supply, and any other participating activities. Reparable
consumabl e itens downgraded to scrap nmay be picked up by Base Supply Pi ckup and
Del i very personnel for transfer to DRMOif requested by the organization.

O herwi se, the organization may deliver the materiel directly to the DRMO

4._4_. SUPPLY TURN-IN

There are two categories of supply-type itens that require turn-in--
recover abl e and consumabl e.

4.4.1. Recoverable Itens. Recoverable itens are itens controlled under the D FM
concept. DIFMturn-in procedures are in chapter 6.

4.4.2. Consumable Itenms. Consunable itens are identified by ERRC XB3.

4.4.2.1. On-base organi zations nust establish turn-in and pickup points for ERRC
XB3 itenms. These organizations nmay establish as many turn-in and pi ckup points
as deened necessary for an efficient operation. They nust provide a list of the
points and | ocations to the Base Supply Pickup and Delivery.



4.4.2.2. Turn-in and pickup points will have three segregated areas. The areas
must be conspi cuously marked as serviceable-identified materiel; serviceable- and
reparabl e-not identified materiel; or unserviceable- and scrap-materiel. Also, a
listing of the organizations authorized turn-in and pi ckup points must be

conspi cuousl y displayed at the identified areas.

4.4.2.3. Oganizational personnel nust place XB3 materiel ready for turn-in into
one of the identified areas.

4.4.2.3.1. Materiel placed in the serviceable-identified area nmust be identified
by part nunber and or stock nunmber and organi zation and shop codes. The turn-in
activity will prepare and sign DD Form 1574.

4.4.2.3.2. Materiel placed in the serviceable- and reparable-not identified area
is materiel the user deternmines to be serviceable but cannot identify to a part
or stock nunber, and unserviceable-materiel the user determ nes can be
potentially repaired by the organi zation. For serviceable property, the turn-in
activity will conplete DD Form 1574 with as much information as is available. At
a mnimm this will provide a point of contact for possible questions.

4.4.2.3.3. Materiel placed in the unserviceable and scrap area is materiel the
user determi nes to be unserviceable and not potentially reparable by the
organi zation and having all required demlitarization actions conpleted.

4.4.2.4. Base Supply Pickup and Delivery personnel will periodically pick up the
items in the serviceable-identified area of the organization turn-in and pickup
points and deliver the itens to the Receiving Section personnel so they can
prepare the turn-in docunmentation and process. The pickup periods will be
determ ned | ocally, based on the workl oad and anmount of materiel available for
turn-in.

4.4.2.5. Oganizations nust designate individuals and or sections/elenents to
periodically review and determ ne the appropriate disposition of the itens in the
servi ceabl e- and reparable-not identified area. |Itens determ ned serviceable
that can be identified to a part nunber or stock nunmber nust be identified and
rel ocated to the serviceable-identified area. The turn-in activity nust prepare
and sign a DD Form 1574 for such property. Reparable itens that can be
potentially repaired will be routed to the appropriate shop for repair. Itens
that cannot be identified to a part or stock nunmber, and itens determ ned not
potentially reparable will be relocated to the unserviceable and scrap materi el

ar ea.

4.4.2.6. Mteriel placed in the unserviceable and scrap area may be turned in
directly to DRMD by the organi zation or picked up by Base Supply personnel for
transfer to DRMO. The Logistics Goup Commander will determ ne which nethod to
use. Wien the Base Supply option is used, Pickup and Delivery Section personne
pick up the materiel and deliver it to Receiving for preparation of the DD Form
1348- 1A shi ppi ng docunment and subsequent transfer to DRMO. If the organization
elects to turn-in the materiel directly to DRMO, the organi zation prepares DD
Form 1348- 1A shi ppi ng docunent. The materiel condition will be downgraded and
shi pped as scrap

NOTE: When a container is turned in, either through Base Supply or directly to
DRMD, it is the organization's responsibility to furnish a signed certificate on
the DTID stating the following: "I certify that the container listed hereon is

enpty. "



4.5_. EQUIPMENT TURN-IN

4.5.1. Turn-In Procedures. Equipnment custodi ans ask for turn-in of equipnent on
the CA/CRL by sending AF Form 601 or AF Form 2005 (which ever is applicable) to

t he Equi prent Management Section. Chapter 8 of this part gives instructions for
filling out this form \Wen authorized by the MODI CUM custodi ans can request
turn-in by calling the EM5. Turn-in of serviceable equipnment itenms that are not
on the custodial CRL (non-EAID) are also called in to the EM5. Detail ed
procedures for turn-in of non-EAID itens are in part 2, chapter 13.

4.5.2. Repair Procedures. Air Force policy is to repair all spares and
equi prent when econonically feasible. The custodian will properly condition tag
equi prent being turned-in based on his or her qualifications or those of another

qual i fi ed mai ntenance technician or inspector. |[If an asset is unserviceable and
| ocal repair capability does not exist, the itemshould be sent to a contractor
for repair, requesting an estimated repair cost prior to repair. |If the repair

cost exceeds the economic repair cost, the itemshould be turned in as condemed
and a repl acenment ordered.

4_.5_.3. Mintenance/ Repl acenent Procedures. T.O 46A-1-1 will be used to
det erm ne appropriate mai ntenance and repl acenent actions to be taken for office
equi prrent .

4.5.4. Condemed Procedures. Turn-in of equipnment which is beyond econonica
repair (condition condemmed) requires the signature of a qualified maintenance

i nspector on the DD Form 1577 or a repair cost estimate obtained froma contract
repair source. Wen a repair cost estimate is used, the custodian will enter the
required repair actions, estimated repair cost, and the estimted repl acenent

cost (if requesting a replacenent) in the remarks block of the DD Form 1577.

4.5.5. Shipment Procedures. Turn-in of reparable equi pnent with an NF ERRC code
to a depot or contract facility by direction of the SMor IMrequires use of DD
Form 1577-2 with a NRTS code 8 per T.O 00-25-06-2-2. Position 51 of the AF Form
2005 turn-in should reflect a TEX 8 to hold the turn-in until the directed

shi pment action is processed in the SBLC.

4.6. TURN-INS AND TRANSFERS TO DRMO

4.6.1. Base Supply Turn-in. Oganizations nmay request Base Supply personnel to
pick up itenms downgraded to scrap for delivery to DRMO as outlined in paragraph
4.4.2.6.

4.6.2. Oganization Turn-in. Oganizations may turn-in the types of itens
listed below directly to the DRMO

4.6.2.1. Unserviceable XB3 itens downgraded to scrap after all demlitarization
actions are conpl et ed.

4.6.2.2. Oher scrap and waste as outlined in volunme 6, chapter 2, attachnent 1
4.6.2.3. Non-NSN |l ocally manufactured itens.
4.6.2.4. Non-EAID comri ssary store equi prent when di sposal action is authorized.

4.6.2.5. Materiel owned by nonappropriated fund activities.



4.6.2.6. Conputers managed by the base ADPE ECC. These non-EAID itens may be
turned in to DRMC under a non-duplicative docunment nunber using the (FU SRAN
assigned for managenent of small conputers. Customers nust coordi nate

di sposition and get approval fromthe ADPE ECO, who will assign the docunent
nunber, prior to disposing of conputers.

4.6.2.7. Serviceable excess or residue assets fromthe COPARS or COCESS. These
are itens which are no | onger authorized to be kept, have no expected use, and
whi ch the contractor or vendor will not take back for credit.

4.6.3. Direct Turn-Ins. On direct turn-ins to DRMD, the organization wll
recei ve copy 2 of the DD Form 1348-1A signed by DRMO. If the TMOis used to ship
materiel to the DRMDO, the organization retains the TMO signed copy as the
account abl e recei pt docunment. Disposition of these signed copies depends on the
met hod used to obtain the docunment nunber and where the document register is

mai nt ai ned. (For nore information, see part 2, chapter 15.) |If the docunent
nunber was obt ai ned through the Base Supply central call-in point, return the
signed copy to the Base Supply activity that furnished the docunent nunber. |If

t he organi zation is issued their own bl ock of unique serial nunbers and maintains
t he docunent register, the organization will file the signed copy as outlined in
chapter 2, this part.

4.6.4. Transfer to DRMO. All other itens or materiel being transferred to DRMO
must be turned in to Base Supply as foll ows:

4.6.4.1. Serviceabl e non-Dl FM expendabl e supplies

4.6.4.2. Unserviceabl e non-EAID equi pnment itens managed by Retail Sales (not on
the CRL)

4.6.4.3. Oher unserviceable equipnent itens that are not on the CRL (that is,
desks, chairs, etc.)

4.6.4.4. Serviceable equipnent itens that are not on the CRL. These itens are
called in to the EM5. Provide the EM5S with the follow ng information

4.6.4.4.1. NSN

4.6.4.4.2. Quantity

4.6.4.4.3. Oganization and shop code

4.6.4.4.4. Condition code (user's opinion)

4.6.4.4.5. Nane and tel ephone nunber

NOTE: Containers turned i nto DRMO nust have a signed certificate (acconplished

by the generating activity) on the DIID, stating the following: "I certify that
the container listed hereon is enpty."”



4._.7. HAZARDOUS MATERIEL

4_.7.1. Documentation Turn-in and Di sposal. Part 2, chapter 21, section Z

provi des the procedures for docunenting the turn-in and disposal of hazardous
waste by Air Force activities when the SBSS is selected as the ADS for processing
hazar dous waste di sposal transactions. It is optional to use the SBSS to process
these transactions. The installation comander will determ ne which systemto be
used to process hazardous waste di sposal transactions. Local procedures will be
devel oped when systens other than the SBSS are used. These procedures as
appropriate, supplenents |ocal procedures to the guidance in Defense
Reutilization and Marketing Manual, DOD 4160.21-M Chapter 9, and the Solid and
Hazar dous Conpli ance, AFl 32-7042.

4_.7.2. Budgeting for Hazardous Waste Disposal. The organization designated as
t he base environnental function (normally Base Civil Engineering) is responsible
for budgeting and nonitoring funds for hazardous waste di sposal and waste
managenment oversi ght.

4_.8. PROPERTY CONDITION

The property custodi ans prepare turn-ins for pickup. They nmust make sure
that property turned into Base Supply is tagged with the right condition code and
is conplete and reasonably clean. |In addition, specialized shop equi pnent may
need additional service such as detaching fromstationary fixtures and
di sconnecting all electrical and pneumatic |ines, and/or purging, "pickling", or
any other actions prescribed by T.QO conpliance.

4_.9. TURN-IN OF PRECIOUS METALS

Turn-in procedures for precious netals and itens bearing precious netals
are in volume 6, chapter 4. Safeguard these itens according to locally
est abl i shed procedures to prevent theft. To mininmize the possibility of theft,
turn themin as pronptly as possible.

4.10. TURN-IN OF SMALL COMPUTERS

The standard method of accounting for small computers will be on an ADPE
account. Wen small conputers are accounted for on an ADPE account, these assets
will be turned in to the ADPE ECO These assets are normally managed by the
I nformati on Processi ng Managenent System (I PMS). Small conputers will only be
turned-in to Base Supply when they are accounted for on an R14, CA/ CRL.

Equi prent custodians with small conputers accounted for on their CA/ CRL nust
coordinate with the ECO prior to turning in these assets to Base Supply. Snal
conputers that are not accounted for on either a ADPE account or a CA/CRL will be
turned into the ADPE ECO

4.11. TURN-IN OF INCOMPLETE ITEMS

Customers, property custodi ans, and mai ntenance i nspectors nust ensure
i nconplete itens are correctly processed and tagged before turn-in. Enter in
bold face letters "INC-G' in the reason for reparable condition block. Also list
m ssi ng conponents in the Remarks bl ock or on the reverse side of the DD Form
1577-2, Unserviceable (Reparable) Tag Materiel. Find specific procedures for
turning in inconplete itenms in T.0O 00-20-3, section Ill, paragraph 3-11, and
T.O 00-20-2-10, section IV, table 3-1, rule 7.



4.12. TURN-IN OF CONDEMNED ITEMS

Customers, property custodi ans, and mai ntenance i nspectors nust ensure
condemmed itenms are correctly processed and tagged before turn-in. Stanp, type,
or handscribe the specific reason for condemation action on the A5J. For
exanmpl e, "PROPERTY REFLECTED ON TH S DOCUMENT HAS BEEN CONSUMED DURI NG ROUTI NE
TESTI NG | AW AFMAN 23-110, VOLUME 2, PART 2, CHP 14; REPAI R COST EXCEEDS MAX
REPAI R ALLOMNCE; URGENT OR | MMEDI ATE TCTO, etc. Reason for condemation will
al so be entered on the DD Form 1577/ 1577-1, Unserviceabl e (Condemed) Label -
Materiel. Find specific procedures for turning in condemed itens in T.O 00-20-
3.

4.13. TURN-IN OF CONTAINERS WITH COMBINATIONS LOCKS

When containers with built-in conbination | ocks are taken out of service
for turn-in, reset the built-in conbination | ocks to the standard conbi nati on 50-
25-50; reset conbination padl ocks to the standard comnbi nati on 10-20-30.

4.14. MATCH GRADE WEAPONS TURN-IN FOR SHIPMENT TO REPAIR FACILITY.

RAR procedures WLL NOT be used. Match grade weapons, which require repair
at the USAF Gunsmith Shop at Lackland AFB TX, will be processed for turn-in and
shi pment as foll ows:

4.14.1. Prior to presenting the match grade weapons to the local COS, the master
shooter will request authority to send the match grade weapons to Lackl and AFB TX
for repair. The request will be in the formof a nessage to the small arns item
manager (WR-ALC/LKIMAN at Robins AFB GA identifying the type and quantity of
weapons to be repaired. The USAF Gunsmith Shop (343TRS/ TWM Lackl and AFB) nust
be an I NFO addressee on the nessage.

4.14.2. Once the master shooter receives the nmessage fromthe small arns item
manager authorizing the shipnent for repair, the authorization message and match
grade weapons will be presented to the | ocal COS personnel.

4.14_.3. COCS personnel will process an unserviceable turn-in and shipnent to the
CCS at Lackland AFB TX

4.14_.4_. Upon receipt at the Lackland AFB TX COS, an unservi ceable receipt wll
be processed and an M5l (C-deck) will be processed to issue the match grade
weapons to the USAF Gunsnith Shop (343TRS/ TWM) .

4.14.5. The USAF Gunsnmith Shop will repair the match grade weapons and return
the match grade weapons to the Lackl and COS personnel.

4.14_.6. The Lackland COS personnel will process a serviceable turn-in fromthe
C-deck DIFM detail and a serviceable shipnent back to the COS who sent themto
Lackl and for repair.

4.14.7. Upon receipt of the match grade weapons at the COS | ocation (location
originally sent fromunserviceable), a serviceable receipt will be processed and
a forced issue to the master shooter who turned in the match grade weapons for
repair.

4.14.8. The master shooter will sign the issue docunment and accept the match
grade weapon or weapons fromthe |ocal COCS



ATTACHMENT A-1 INSTRUCTIONS FOR PREPARING DD FORM 1348-1A, DOD SINGLE LINE I1TEM
RELEASE/RECEIPT DOCUMENT FOR ORGANIZATIONAL TRANSFERS TO DRMO

R R R R R AR R R AR R AR AR R R S R R AR AR R R AR R AR AR R R R R R AR AR R R R R AR AR R R R R AR AR R R AR R AR AR R =

R o R R R AR R AR AR R AR AR R AR R R R R R AR AR R AR R AR AR (R AR AR R R R R R AR R AR R R R AR R AR R R R AR AR AR R e R A AR AR =

NO
ITEM POS IDENTIFICATION OR SOURCE OF DATA
I dentifier 1-3 Const ant A5J
Rl From 4-6 Does not apply, |eave bl ank
Bl ank 7
Stock or Part 8-22 The stock or part numnber being shi pped
Nunber or transferred. Leave blank for scrap
wast e, and unservi ceabl e expendabl e
suppl i es downgraded to scrap
Unit of Issue 23-24 The unit of issue of the stock or part
nunber being transferred.
Quantity 25-29 The quantity being transferred.
(Di sposal )
Docunent 30-43 The docunment nunber will consist of
Nunber supporting base’s DODAAC (FBXXXX), the
current Julian date, and a
nondupl i cative serial nunber obtained
from Base Supply. NOTE: The COS
establishes a central call-in point in
Base Supply for obtaining these
docunent nunbers or at the request of
t he organi zati on conmander, the COS may
decide to furnish small bl ocks of
serial nunbers to organizations that
use this process extensively.
Suf fix Code 44 Does not apply, |eave bl ank
DRMO SRAN 45- 50 SRAN of the DRMO
Bl ank 51- 63 Bl ank
Di sposal 64 Constant N
Aut hority
Code
Demlitariza- 65 See part 2, chapter 15, attachnent
tion code F- 5.
Recl amat i on 66 Constant N
Code

Bl ank 67-70



Condi ti on Code

Bl ank

Uni t

Price

71

72-73

74- 80

Bl ank for scrap, waste, and

unservi ceabl e expendabl e supplies
downgraded to scrap. WIIl be for
unservi ceabl e NSN or part nunbered
items. Serviceable itens nust not be
turned-in directly to DRMD except

servi ceabl e excess or residual assets
obt ai ned fromthe COPARS or COCESS

O her serviceable itenms nust be turned
i nto Base Supply.

The unit price of the materiel. For
scrap and waste, estimate the price.



R o e R R R R R R AR R R R AR AR R R O AR R R R R R e R R R AR AR R R R R R R R S R AR AR A R R AR R R AR R

R o e R R R R R R AR R R R AR AR R R O AR R R R R R e R R R AR AR R R R R R R R S R AR AR A R R AR R R AR R

BLOCK ENTRIES
A Organi zati on/ shop code, Organization title, and
address of the activity initiating the transfer.

B The account nunmber and address of the transfer to
DRMO facility.

C Mark for information, if required.

D Does not apply.

E The extended value of the transfer. Quantity-
positions 25 to 29. Extended unit price--positions
74 to 80.

F-G Does not apply.

H Quantity unit pack code.

I-S Does not apply.

T Control item code.

U Type cargo code.

\% Authority for transfer to DRMO

W Does not apply.

X It em nonencl at ur e.

Y Does not apply.

AA Upper Line If itemis condemmed, enter CONDEMNED.

AA Lower Line Supply condition code.

BB- GG These fields will be used to print the

dem litarization or scrap statements, if needed.



R o e R R R R R R AR R R R AR AR R R O AR R R R R R e R R R AR AR R R R R R R R S R AR AR A R R AR R R AR R

R o e R R R R R R AR R R R AR AR R R O AR R R R R R e R R R AR AR R R R R R R R S R AR AR A R R AR R R AR R

DISPOSAL AUTHORITY PHRASES
AFM 67-1, volume 1, part 1,
chapter 3, attachnent A-2.

Condi ti on Condemmed (i nsert
i nspector's nanme or stanp)

APPLICATION
Scrap and waste

Unservi ceabl e Non- DI FM
expendabl e equi prent not
accounted for on an

equi prent CA/ CRL.



CHAPTER 5 DUE-OUT PROCESSING
SECTION A DUE-OUT PROCESSING PROCEDURES
5.1. CHAPTER SUMMARY

Thi s chapter covers due-out processing froma nonitoring aspect and
expl ains how to update, review, validate, and cancel due-outs. It further
descri bes the conditions under which custoners receive credit for due-outs that
are cancelled at the customer's request. It also lists the circunstances in
whi ch custoners will not be granted credit. In addition, this chapter addresses
the reverse-post of a direct charge and forced no credit turn-in. It cites the
authority for granting reverse-posting and the conditions for reverse-posting.
Finally, it explains howto initiate followp actions to inprove due-out status
and resolve supply difficulty problens.

5.2. OVERVIEW

This section describes the procedures for creating, updating, validating,
and cancelling due-outs. It also explains due-out reverse-posting of a direct
charge, forced no credit turn-ins, and the followp actions required to inprove
due-out status and resolve difficulty problens.

5.3. CREATING A DUE-OUT

A due-out is created when a requirenment is placed on the SBSS and
insufficient assets are on hand to satisfy the request.

5.4. UPDATING A DUE-OUT

To update a due-out, submit a letter or call Stock Control and provide them
with the stock nunber of the itemrequested, the docunment nunber, if known, the
requi sition nunber, if known, and the data to be updated. The data to be updated
must include the 1) supplenentary address, 2) project code, 3) FAD, 4) mark for
5) urgency of justification code, 6) required delivery date, 7) ammunition
transaction code, and 8) authority for issue indicator. Stock Control updates the
due-out when a request is received, and the requisition to the SCS is
automatically updated, if required.

5.5. DUE-OUT REVIEW AND VALIDATION

The i nportance of supply custoners perform ng a thorough review and
val idation of their due-outs cannot be over enphasized. |In this era of austere
funding, it is essential that due-outs be cancelled when it is determ ned that
they are no | onger required. Funds are wasted when they are expended to purchase
equi prent and supplies that are not required. This practice can have a negative
i mpact on unit readi ness by depleting funds that are needed to purchase m ssion
essential supplies and equi pnent. Custonmers should exhaust all effort to ensure
that itens that remain on due-outs are needed to satisfy valid requirenents.

5.5.1. Review of UND A and B Due-outs.



5.5.1.1. Each day, or as determ ned by the | ocal comrander, Base Supply
personnel send two copies of the Priority Monitor Report (D18) for UND A due-outs
to the organi zation for review At |east once each week, or as deterni ned by the
| ocal commander, two copies of the D18 for UND A and B due-outs are sent to the
organi zation for review Base Supply personnel use a transmttal letter to
forward the D18 report to organizations. This letter contains detail ed guidance
for acconplishing the review of the due-outs.

5.5.1.2. Oganizations return the lists to Stock Control only if due-outs are no
| onger needed. The recommended way to handl e cancell ation requests is in

par agraph 5.5.2.2 bel ow;, however, bases may set up a systemto make it possible
to cancel UND A and B due-outs by tel ephone or letter.

5.5.1.3. The COS and the mmi ntenance organi zati on use special procedures to
revi ew CAMS del ayed di screpanci es due-outs. The COS and the mai nt enance
organi zati on schedule a reconciliation of CAMS and SBSS files once each quarter

5.5.2. Validation of all Due-outs.

5.5.2.1. At least once each nonth, Base Supply personnel send two copies of the
Due-out Validation List (MBO) to organizations for validating all due-outs except
UND C equi prent, and CAMS. The nonthly due-out validation for the BCE is
acconpl i shed using the BCE Due-out Status Listing (M)9). The supported

organi zation returns the listing to Stock Control if changes are required.

5.5.2.2. The followi ng actions are required to validate due-outs:

5.5.2.2.1. If itenms are no | onger needed, cancel the requirenent by l|ining
t hrough the entry.

5.5.2.2.2. If quantities of an itemare partially required, circle the quantity
needed and annotate the quantity actually required.

5.5.2.2.3. If the itemis under DIFM control and the entire quantity is no
| onger needed, wite the maintenance action taken code and the net repair cycle
days between the demand code and the due-out quantity.

5.5.2.2.4. If the itemis under D FM control and part of the quantity is needed,
wite the mai ntenance action taken code and the net repair cycle days between the
demand code and the due-out quantity.

5.5.2.2.5. If the due-out is for an EAID itemand a | esser quantity is needed,
attach an AF Form 601, filled out by the custodian, requesting the authorization
be reduced or del eted.

5.5.2.3. Requirenents known to be due-out but not reflected on the review or
validation lists should be identified to the Stock Control Section for action

5.6. DUE-OUT CANCELLATION

Ceneral ly, custonmers of the Iocal stock fund request cancellation of due-
outs or refuse delivery of stock-funded itens if there is a change in
requi renent. However, if the cancellation or refusal places the stock fund in an
excess condition for that item the customer does not receive credit.

5.6.1. Unobligated Due-outs. Unobligated due-outs can be cancelled by the
customer any tinme with no charge.



5.6.2. nligated Meno Due-outs (Due-out Flag 1). The customer may conpletely or
partially cancel obligated meno due-outs at any time. Full value for the
quantity cancelled will be given only for those due-outs obligated in the current
fiscal year. |If the due-out was obligated in a prior fiscal year, the custoner
is not granted credit; however, prior year base appropriations will be credited.

5.6.3. nligated Firm Due-outs (Due-out Flag 0). The customer may cancel all or
part of obligated firmdue-outs at any tine. Credit for the quantity being
cancel |l ed may be granted under the circunstances described bel ow.

NOTE: Credit is never granted on prior fiscal year due-outs.

5.6.3.1. 100-Percent Credit. 100-percent credit is granted for ERRC XF itens,
AWP bit and piece requirenents (UJC AR and BR), and SSD budget code 1 itens if
the SSD stock fund credit flag is set on the itemrecord.

5.6.3.2. Exception to 100-Percent Credit. |If the item being cancelled does not
fall in one of the categories above, the asset position is checked by the
conputer program In these cases, if the itemis part of an interchangeable and
substitute group, all master and interchangeable itens are checked and consi dered
as one item If due-ins do not exist, credit is granted for the quantity being
cancelled. |If total due-ins are equal to or less than the total of the firm due-
outs other than the one being requested for cancellation, credit is granted for
the quantity being cancelled. There are further exceptions which also apply: 1)

if the itemdoes not fall into any of the categories |listed above, the recurring
demands will be checked. |If the recurring demands are greater than 50 after
subtracting the quantity being cancelled, credit is granted for the quantity
being cancelled and 2) if an itemstill does not fall into any of the categories

listed above, the following fornula will be used to assess credit or charges to
t he custoner:

Conmput ed Value = (DDR x No of Days) - (quantity due-ins mnus quantity of firm
due-outs other than the due-outs being cancelled). The DDR used in the above
formula is conmputed after the quantity being canceled is subtracted fromthe
recurring demands. The nunber of days used in the fornula depend upon the SPC on
the itemrecord

SPC No. of Days
1 1185
2 1095
3 1000
4 910
5 730

NOTE: 1In all cases, credit will be granted only for the smaller amount--either
the CV or the quantity being cancel ed. The custonmer will be charged with a 1PU
(direct charge/forced no credit return) transaction on all obligation due-out
cancel | ati ons when credit is not granted.

5.6.4. oligated Due-outs with Prior-Year Date of Cbligation. Wen cancelling
due-outs which neet the conditions of paragraph 5.6.2 above, but have a prior-

year date of obligation, ensure the due-outs are deobligated prior to

cancel lation. |If prior-year due-outs are not deobligated, it is inpossible to

reverse post 1PU transactions to restore prior year funds.



5.6.5. Cancelling Due-outs. An organization may ask that a due-out be cancelled
as outlined in paragraph 5.6 above by witten request or tel ephone Stock Control
A witten request for cancellation nmust provide the 1) stock nunber of the
requested item 2) docunment nunber of the due-out, 3) quantity to be cancelled,
and 4) rmaintenance action taken code and net repair cycle days if for a DIFM
item (see chapter 6, attachment A-2). Base Supply Stock Control personnel can
cancel a request if an item cannot be supplied; however, they nust thoroughly
research the item before taking this action and explain why the due-out was
cancel | ed.

5.7. REVERSE-POST OF A DIRECT CHARGE AND FORCED NO CREDIT TURN-IN (1PU)

5.7.1. Authority for Granting Reverse-Posting. 1In all direct charge reverse-
post actions the Stock Fund Manager acts as the authorized representative of the
Air Force Stock Fund. The Stock Fund Manager has the responsibility of

determ ning whether allowing a reversal is in the best interest of the stock fund
and the Air Force as a whole.

5.7.2. Conditions for Reverse-Posting. Wen custoners cancel due-outs, they may
i ncur expenses. These expenses are referred to as direct charges. (See paragraph
5.6.3 for due-out cancellation and related direct charge processing procedures.)
Sonetimes these direct charges can be reverse-posted if certain conditions are
met. The Stock Fund Manager must request in witing that Docunent Control
initiate the reverse-post procedure. This witten request, to be filed with the
reverse-post docunment in Docunment Control, will contain an explanation of why the
reversal action is requested, citing the circunstances that created the probl em
The following are some valid circunmstances for requesting a reverse-post:

5.7.2.1. Incorrect input of a cancellation by Supply personnel

5.7.2.2. Incorrect quantity/unit input by Supply resulting in cancellation and
di rect charge

5.7.2.3. Incorrect cancellation by the customer (when the due-out can be re-
est abl i shed or an issue can be acconplished without penalty to the stock funds).

5.7.2.4_. Incorrect charges resulting from Supply errors.
5.8. DUE-OUT FOLLOWUP

A followp to Stock Control on firmdue-outs is made when information is
needed for requirenents creating energency situations, to answer correspondence
to hi gher echelons of conmmand, or to prepare reports. Requests for followp may
be submitted in witing or by tel ephone. The request nust provide 1) the stock
nunber of the requested item 2) the docunent nunmber of the issue request, 3) the
quantity requested, 4) the requisition nunber, if known, and 5) m ssion inpact
statement. Stock Control determ nes the status, including depot action on the
item followp as necessary, and replies to the requesting activity.

5.9. RESOLVING SUPPLY DIFFICULTIES

VWhen deficiencies resulting froma delay in item support (outstanding
requi sition) cannot be corrected locally and will ultimtely affect the operation
capability of the base or unit, prepare and submt an AF Form 1667, Supply
Difficulty Report. The requesting organization nmust fill out blocks 1 through 8
and forward the report to Stock Control in Base Supply, who will conplete the
form preparation before submtting according to AFM 67-1, volume 1, part 1
chapter 1, attachnent E-1.






CHAPTER 6 REPAIR CYCLE SUPPORT
SECTION A REPAIR CYCLE SUPPORT PROCEDURES
6.1. CHAPTER SUMMARY

This chapter explains the concept of the repair cycle support system This
system est abl i shes control of all unserviceable repair cycle assets fromthe tine
they are generated until returned to Base Supply as serviceabl e or unserviceable.
The RCSS is the Base Supply function responsible for managing the repair cycle
system Repair cycle assets are itens with ERRCD of XD(x) or XF(x). They are
al so known as DIFMitens. The objective of the repair cycle systemconcept is to
obtain the greatest benefits fromthe base mai ntenance shops. The system
establishes firmcontrol over repair cycle assets to make sure they are repaired
at base-level or sent to a repair facility as fast as possible. The repair cycle
time of an itemstarts when the unserviceable itemis renoved fromthe aircraft

or piece of equipnent, and a demand is made on Supply for a replacenent. It
stops when the item either serviceable or unserviceable, is sent back to Base
Supply. It is inportant to know that Base Supply will not order a replacenent
itemuntil it is determned that the unserviceable item cannot be repaired on

base, or the itemis condemmed. So, unserviceable repair cycle itens nust be
processed through the repair shops as quickly as possible. Status of repair
cycle itens nust be continually maintained and updated according to attachnent A-
1

6.2. OVERVIEW

The repair cycle support system establishes firmcontrol over repair cycle
assets and obtains the greatest benefits fromthe base mai ntenance shops. This
section explains the system concept and provides the procedures for effective use
of the Repair Cycle Support System

6.3. DIFM ISSUE PROCEDURE

6.3.1. DIFM Control. Issue requests for ERRCD XD or XF with activity codes X
(expedite), R (routine maintenance), or S (supply point) and with demand code R
(recurring) or N (nonrecurring) will place that transaction and the item under
DIFM control. Al issues to Contract Miintenance (activity code C) are put under
DI FM control regardl ess of the ERRCD or demand code.

6.3.2. Miltiple DDFMIndicator. Usually, DIFMissues are for a quantity of one
each; therefore, the conmputer systemin Base Supply is progranmed to reject a
DIFM i ssue for nore than one each of an item The major reason behind this is
the possibility of having a different maintenance action taken codes assi gned
when nultiples are issued on the same docunent nunber. Although the normis one
each per document nunber, there may be cases where this is not reasonable (for
exanpl e, turbine blades and tires). When this happens, call the RCSS of the
Conmbat Operations Support Flight in Base Supply. Explain your situation and, if
approved, they will assign a multiple DDFMindicator to allow D FM i ssue requests
for multiple quantities. When using this procedure, there is only one docunent
nunber. |If five each are returned with an action taken code 9, and the other
five are returned with an action taken code B, it will be necessary to process
separate turn-ins with the same docunment nunber.



6.3.3. Maintenance Turnarounds. Repair cycle items may be renmpved fromthe end-
item repaired, and reinstalled w thout a denmand bei ng placed on Base Supply or
after Base Supply confirnms that the serviceable asset is not available fromtheir
stocks. The repaired asset is not physically processed through Base Supply;
however, the maintenance activity nmust give the RCSS the information needed to
update supply records. The termfrequently used to record this type transaction
is mai ntenance TRNs. It is very inportant to docunment each repair nade on repair
cycle itens. Informthe RCSS every tine a repair action is taken and prepare the
necessary docunentati on, AFTO Form 350, Reparable Item Processing Tag. Send the
bottom portion of the AFTO Form 350 to the RCSS, ensure it is conpletely filled
out to include the maintenance action taken code. The mai ntenance action taken
code for TRNs nust be A) F, G K L, or Z. Invalid AFTO Fornms 350 will be
returned to the appropriate nmaintenance activity for action. Failure to inform
Base Supply about TRNs reduces the nunmber of serviceable itens Base Supply can
keep on hand. Base Supply's objective is to have serviceable itens on hand to
repl ace an itemthat has failed. This allows the unserviceable itemto be
processed through the repair cycle process on a schedul ed basis.

6.4. DIFM TURN-IN

DI FM assets are returned to Base Supply through the RCSS. The RCSS
processes and controls all DI FM assets. A conpleted AFTO Form 350, a condition
tag (DD Form 1574, 1575, or 1577-2), and the nunmber 3 copy of the original issue
or due-out rel ease docunment (DD Form 1348-1A) nust be provided when itens are
turned in to the RCSS. See attachment A-2, Miintenance and Supply Action Taken
Codes.

6.5. DIFM UPDATE

6.5.1. Item Status/Location Change. To accurately control DI FM assets, the
status and | ocation of the itemnust be known. Wen itens are received in a shop
or when the status changes, the shop schedul er or work center supervisor mnust
informthe RCSS. RCSS personnel update the |ocation and status of the itemin
SBSS records. An exanple of a status change woul d be when an item goes from AWM
to INW A location change occurs when an itemis noved from one shop to anot her
Mai nt enance personnel that are under the CAMS use CAMS to update the SBSS when
the I ocation and status of an item has changed.

6.5.2. DIFM Status Codes. DIFMitens nmust be returned to Supply as quickly as
possi ble. The DI FM managers in Supply and Mai ntenance nust nake every effort to
process repair cycle itenms as fast as possible. MAJCOVs nmay assign other status
codes to cover special situations in their command. See attachnment A-1 for DI FM
status codes. Each day, the SBLC generates a repair cycle asset managenent |i st
(D23/ NGV905). This listing is forwarded to each shop and the RCSS as an aid in
managi ng and controlling D FM assets. Wen differences exi st between the DI FM
status or location as shown on the DIFM|ist and the actual status or |ocation
the RCSS nust be inforned to ensure updates are nade.

6.6. DIFM RECONCILIATION

DI FM reconci |l i ati on between Base Supply and the mai ntenance activities is
conduct ed by use of the D23/ NGYV905. Copies of the applicable sections of this
report are furnished to each maintenance activity to verify the location of the
issued itens. Repair Cycle Support personnel will update the DIFM details with
the current itemlocation and current DI FM status when nmai nt enance provides the
requi red changes.



6.7. BASE CONTRACT MAINTENANCE

DIFMitens needing contract naintenance are issued directly to that
activity by maintenance. After the itemis repaired, nmaintenance personne
return the itemto Base Supply as a serviceabl e asset.

6.8. MDR EXHIBITS

Itens identified to show materiel deficiencies conditions are processed as
unservi ceabl e MDR exhibit turn-ins by the RCSS and forwarded to |Inspection for
final processing. Action taken code Cis used on turn-ins for MDRs according to
TO 00-35D-54. |If storage space is avail able, Base Supply stores MDR exhibits
until final disposition instructions are received.

6.9. BUILDUP ITEMS

Repair cycle itenms requiring buildup before use are identified and
accounted for on supply point records. Nornally, maintenance personnel operate
t hese buildup points. Each tinme a buildup itemis renoved fromthe supply point
to replace a like itemrenoved froman end-item the individual responsible for
the supply point will advise the RCSS.

6.10. TIME CHANGE REQUIREMENTS

Forecasting requirenments are linmted to specific tinme change itens in TO
00-20-9. (Quarterly, Miintenance Materiel Control personnel nmake a forecast which
covers a l-year period. To get the assets from Base Supply, Mintenance Materi el
Control personnel fill out an AF Form 2005 on the first workday each nonth for
items to be changed the next month. Physical issue of the asset is not nade
until Maintenance Materiel Control personnel verify the schedul ed ti me change
date is firm

6.11. TCTO KITS

6.11.1. Ceneral Information. This paragraph explains howto get TCTO kits
needed for a technical order nodification on an aircraft or mssile, an end-item
of equi pment, or spare parts or conmponents. Air Force policy and procedures on
TCTO managenent are in AFR 66-1, Maintenance Managenent Policy, and TO 00-5-15.
The term"kit" refers to all the parts and materiel required to conplete a
techni cal order nodification

6.11.2. TCIO Kits Requirements. Requirenments for TCTO kits or parts needed to
assenble a kit are submtted to the RCSS on an AF Form 2001. After the request
is received, RCSS personnel requisition the kit fromthe depot, if it is a depot
assenbled kit. |If the kit is assenbled at the base, the parts are obtained from
Base Supply stocks or fromnormal supply sources. In this case, the RCSS is
responsi ble for assenbling the kit. Wen the kits are received or assenbl ed,
they are stored by the RCSS. The RCSS notifies the requesting activity that they
are available. Normally, TCTO nodifications are nade as schedul ed nmai nt enance.
VWhen the kits are needed, the requester notifies the RCSS and the kits are

i ssued.



6.11.3. Control of TCTO Kits. The RCSS stores the kits until they are needed by
Mai nt enance. Controls are set up to prevent |oss or unauthorized use of the kits
or their conmponents. The mmintenance activity makes sure the kits are installed

on the designated end-item of equipnent. |If a kit is issued for a specific end-
item of equi pmrent and used on another end-item the maintenance activity mnust
notify the RCSS Mai ntenance Materiel Control. The maintenance activity nust al so

advi se RCSS personnel of any aircraft or other end-itemtransfers as far in
advance of the transfer as possible. RCSS personnel ship the kits for the
transferred equi pnent to the gai ning base or organi zati on according to TGCs 00-5-
15 and 00- 25-4.

6.11.4. TCIO Kit Assets. These assets are reconciled with Supply on a nonthly
basis. The reconciliation is used to update TCTO kit status. Maintenance

advi ses the Repair Cycle Support Section of any kit excesses and/or changes
required (see part 2, chapter 24).

6.12. AWP PROCEDURES

Requests for bits and pieces to repair DOFMitens are processed according
to chapter 3, this part. Under nobst circunstances, the mark for field nust have
a DIFM or an EAID detail docunment nunber. An AWP nonitor should be appointed in
each mmi ntenance activity to act as liaison with Base Supply. Followp, update,
and cancel | ati on actions nust be coordinated between the Repair Cycle Support
Section and the Mintenance work center



ATTACHMENT A-1 DUE-IN FROM MAINTENANCE STATUS CODES
Al.1. PURPOSE

To provide a list of DI FM status codes used to nonitor the status of D FM
items in Maintenance. The codes listed below are applicable. In addition to
t hese codes |listed, MAJCOM are authorized to assign status codes to cover special
situations in their comrand.

CODE DEFINITION DETERMINED BY
Bl ank No | ocation established Mai nt enance
ALT Alert Aircraft
AW Awai ting installation Mai nt enance
AWF Awai ting testing Mai nt enance
AV Awai ti ng mai nt enance Mai nt enance
AVWP Awai ting parts with one AW due- out Pr ogram Cont r ol
details (see note 1)
(N (N AW with two or nore AWP due- out Pr ogram Cont r ol
(P) details (see note 1)
AXC Aircraft cross-country Mai nt enance
BFN Base funded, nonstandard MAJCOM Suppl y
peculiar repair cycle itens
CEH Schedul ed work order itemin BCE G vil Engi neer
area (BCE)
CcvD CEM Mobi | e Det achnent Mai nt enance
CTE Contract mai ntenance (equi pnent) Mai nt enance
CIR Contract nmmi nt enance Mai nt enance
DWO UJC AR/ BR retai ned on system Mai nt enance
(see note 2)
DwWP Repair cycle itemwhich is a conponent Mai nt enance
of a repair cycle itemthat is in AW
EW Engi ne Conponents awaiting installation Mai nt enance
FEM For ecast ed engi ne mai nt enance Pr ogram Cont r ol
(see note 3)
FSP In-transit from forward supply point Suppl y
FTL Flight line Mai nt enance
FWP Previous AWP item ready for Pr ogram Cont r ol

schedul i ng and repair

(see note 4)



I NO In-transit issue (off-base only) Suppl y

I NR In-transit return (off-base only) Suppl y
I NN In shop Mai nt enance
MI'M Mai nt enance to nai ntenance Mai nt enance
MA ICBMitemawaiting installation Mai nt enance
QAM Ret ai ned on system Mai nt enance
RFS War ehouse ref usal Suppl y
RPR Repair and return Mai nt enance
TCG Ti me change Mai nt enance
TIN Turn-in to supply Mai nt enance
TNB Tail or registration nunber bin Mai nt enance
TOC TCTO required on end item Mai nt enance
TWP Bit and pieces required for repair Suppl y
action in transit
VHM Schedul ed work order itemin vehicle Mai nt enance
mai nt enance hol d area (see note 5)
Z(M (M Reser ved Assi gned by MAJCOM

NOTE 1: When the first AW due-out is set up, the code on the end-item D FM wi ||
be changed to AW under programcontrol. Wen the second AW due-out is set up,
the code will be changed from AWP to 02P. Further processing increases the
status code counter, that is, sequential processing will result in code

assi gnment AWP, 02P, 03P, 04P, etc....03P, 02P, AW, FWP.

NOTE 2: DWD should be assigned to UJC AR/ BR requi renents when the asset nust be
retained on the end-itemor system

NOTE 3: Status code FEMis assigned when the issue request UJCis AU, BU, or CU,
and the delivery destination field is FEM

NOTE 4: Wien the | ast AWP due-out is rel eased or cancel ed, the code on the end-
item D FM detail will be changed to FWP under program control.

NOTE 5: Status code VHM can only be applied by vehicle maintenance organizations



ATTACHMENT A-2 MAINTENANCE AND SUPPLY ACTION TAKEN CODES
A2.1. PURPOSE

To provide a list of the action taken codes used on turn-in requests for
DIFMitens to indicate the actions taken by maintenance and Supply.

A2.2. MAINTENANCE ACTION TAKEN CODES

CODE DESCRIPTION

A Benched checked and repaired

B Benched checked--serviceable (no repair required)

C Benched checked--repair deferred. (This code is issued for

turn-in of MDR/ QDR exhibits, itens suspended for litigation
(supply condition code L) and |l atent defects.)

D Benched checked--transferred to another base (for bench
check, calibration, or repair)

F Repaired. (This code will not be used to code on equi prment
work if another code applies.)

G Repai red and/ or replaced attaching units, seals gaskets,
packi ng, tubing, etc.

J Cal i brat ed--no adj ustnent required

K Cal i br at ed- - adj ust mrent required

L Adj ust ed

\% Cl eaned

X Tested, inspected, serviced

Z Pai nt ed

1 Bench checked (NRTS)--repair not authorized

2 Bench checked (NRTS)--1ack of equipnment, tools, or facilities

3 Bench checked (NRTS)--1lack of technical skills

4 Bench checked (NRTS)--1ack of parts

5 Bench checked (NRTS)--shop backl og

6 Bench checked (NRTS)--lack of technical data

7 Bench checked (NRTS)--lack of resources. (The repair is

aut hori zed by the -6 mai ntenance TO but not acconplished
due the lack of authority to possess or obtain resources.)
Bench checked--return to depot facility by direction of
system manager or item manager

9 Condemmed



A2_.3. SUPPLY ACTION TAKEN CODES (AFM 67-1/AFMAN 23-110)

CODE DESCRIPTION
R Unserviceable turn-in of an itemfromother than a
mai nt enance activity. |If the item has been NRTS or

condemmed by mai nt enance, use the appropriate maintenance
action taken code (1-7 or 9).

S Serviceable turn-in of an itemoriginally requested as an
initial issue.

T Serviceable turn-in of WRM spares, supply point, MRSP, and
MBK assets, and other situations where denand data woul d
not be affected.

U Serviceable turn-in of an itemoriginally requested as a
repl acenent issue. (Cunulative recurring demands data is
reduced by the quantity turned in.



CHAPTER 7 MANAGEMENT PRODUCTS
SECTION A MANAGEMENT PRODUCTS LISTINGS AND REPORTS
7.1. CHAPTER SUMMARY

This chapter describes some of the SBSS nanagenent products, reports, and
listings that have a direct bearing on SBSS custoners.

7.2. OVERVIEW

Thi s section covers SBSS managenent products such as reports and listings
on funds managenent, bench stock, due-out status, repair cycle, and custodi al
responsi bilities which affect SBSS customners.

7.3. MANAGEMENT PRODUCTS

7.3.1. Daily Docunment Register (D04). This register provides a neans for

organi zations to review all docunment nunbers processed during the day by the
SBSS. The listing is in organization and shop code sequence. The docunents are
then listed in docunent number sequence for each activity code. Mbonetary totals
are given for each organization code. Base Supply personnel send two copies to

t he organi zation or shop concerned. Attachnent A-2 lists codes used on the Daily
Docurent Regi ster.

7.3.2. Priority Monitor Report (D18). This listing (see attachnent A-3)
provides data for current review of priority, UND A and B due-out of requirenents
(see chapter 5).

7.3.3. Oganization Effectiveness Report (M24). This report provides a
managenment product to nonitor the issue and bench stock support effectiveness for
each organi zati on supported by Base Supply. The report al so provides the annua
Organi zati on Cost Center Record Review List which contains the specific supply
data el ements provi ded by each organi zati on which are used by Base Supply to
support the organization.

7.3.4. Due-Qut Validation List (MBO). This nmonthly listing provides a neans to
nmoni tor and verify that each due-out is still a valid requirenent, except UND C
equi prent itenms which are provided quarterly (see chapter 5).

7.3.5. AW Validation List (D19). This listing shows all repair cycle itens in
AWP status and the status of bits and pieces that are on order to fix the repair
cycle end-item The information is used by Miintenance to plan and schedul e the
end-iteminto repair shops. It is also used by Base Supply to expedite receipt
of bits and pieces needed to repair AW end-itens.

7.4. FUNDS MANAGEMENT

Refer to AFP 170-1, Resource Manager's Handbook, for detailed information
regardi ng budgeting, managi ng, and controlling funds.

7.4.1. PFMR and Organi zation Cost Center Record Update and Reconciliation (D11).
This report shows the current status and internal bal ance of the PFMR by supplies
and equi pnent. Cumul ative bal ances are shown for fund target, obligated due-
outs, cumul ative issues, cunulative turn-ins, and avail abl e bal ance (See
attachnment A-4). Average daily expenditures and days of dollar support renaining
are footnoted in AFP 170-1.



7.4.2. Oganization Cost Center Report (M)3). This report provides cost center
managers a product show ng issue, due-out, and obligation data by stock fund
di vision and el enent of expense or investnent code (see attachnent A-5).

7.4.3. Project Funds Managenent Report (MB5). This report provides each
responsibility center manager with a product disclosing FY-to-date rei nbursable
i ssues or sales, creditable returns, obligated due-outs, fund bal ance, and
unobl i gat ed due-outs by current or prior FY for both supplies and equi prment.
Addi ti onal managenent information is provided for stock fund and resource
managers [see attachnent A-4 (sanple D11), for nmpst of this information].

7.5. BENCH STOCK LISTINGS

7.5.1. Bench Stock Recommended Additions (M)4). This listing provides the

i ndi vi dual organi zations with the necessary products to determine the need to add
a newitemto an organi zati onal bench stock based on past consunption (see
chapter 3).

7.5.2. Bench Stock Review (S03). This listing provides the individua
organi zations with the necessary products for review ng existing bench stock
| evel s or deleting bench stock details (see chapter 3).

7.5.3. Oganization Bench Stock List (S04). This listing provides the

i ndi vi dual organi zati ons a summary of itens authorized on bench stocks, controls
t he assi gnment of bench stock document nunbers, and assists shop personnel in the
| ocation of bench stock itens (see chapter 3).

7.6. MISCELLANEOUS LISTINGS

Cont act Customer Service if one of the following listings is needed for
addi ti onal managenent information

7.6.1. Due-out Status List (R31). This listing provides data for review of
current due-out requirenments and provides optional due-in and status information
for selected due-outs.

7.6.2. Repair Cycle Data List (Q4). This listing provides nmai ntenance
activities with a product reflecting repairable returns with the action taken
codes for each repair cycle item These data are used to review the base in-
house repair capability program

7.6.3. Custodian Authorization and Custody Receipt List (Rl4). This is a
listing of authorized and in-use equi prent for each custodian account. It serves
as a custody recei pt when signed by the custodian and identifies quantities
aut hori zed and on-hand w thin organi zati ons and shops (see chapter 8, section F).

7.7. SUPPLY ASSISTANCE

7.7.1. Point of Contact. The point of contact within Base Supply is Custoner
Service. As a matter of rule, do not contact other Base Supply offices unless
referred to by Custoner Service.



7.7.2. Research. Managenent products in Customer Service can be researched to
check or correct nost errors or problens. Custoner Service personnel can al so
provi de general guidance on how to read and use the many managenent products
avail able from Base Supply. In addition to those products listed in this
chapter, the follow ng products are available for research, information, etc.
Daily Transaction Register, Daily Reject Listing, UMW PS Surveillance Listing,
Stock Nunber Directory, and Interchangeable and Substitute G oup Listing

7.7.3. Due-Qut Update. When a due-out requires updating (for exanple, change in
UND, Required Delivery Date, etc.), the requesting activity will submt the
following information to Stock Control: 1) Stock nunber of itemrequired, 2)
Docurment nunber of the request, 3) Requisition nunber, if applicable, 4)
Justification for followp or updating action, and 5) Nane and tel ephone nunber
of individual requesting change.



ATTACHMENT A-1 CORRELATION OF SUPPLY AND

SUPPLY

PROGRAM FUNDS

| (PFMR)
ORGANIZATION/COST CENTER
RECORD(OCCR)
ELEMENTS OF EXPENSE INVESTMENT
CODE(EEIC)
EEIC - 600 - Utility(Solid) (GSD)
602 - Package POL (GSD)
606 - Budget Code 1  (SSD)
609 - Budget Code 9  (GSD)
Suppl i es

628 - Budget Code 9  (GSD)
Equi pnent

641 - Budget Code 6

Fuel Gound Bul k
642 - Fuel Gound Uility

MANAGEMENT RECORD

ACCOUNTING DATA ELEMENTS

BUDGET

OPERATING BUDGET
ACCOUNTING NUMBER
(0BAN)

RESPONSIBILITY CENTER
COST CENTER(RC/CC)

ELEMENT OF EXPENSE INVESTMENT
CODE(EEIC)

EEI C - 40X - Travel

473 - Rental of Equi pnent

533 - CE Service

602 - Packaged PCL

605 - Budget Code 1 (SSD)

609 - Budget Code 9 (GSD)
Suppl i es

628 - Budget Code 9 (GSD)
Equi pnent

641 - Fuel Ground Bul k

644 - RSD-Flying

RSD- Nonf | yi ng
Fuel Aviation

TRANSACTION IDENTIFICATION CODE

(TRIC)

I SU -

I ssue from stock on hand

Due- out (back order)
Due- out Rel ease
Due-out Cancell ation
Turn-in of Materiel

FINANCIAL INVENTORY ACCOUNT CODES

(FIA)

642 - Fuel QO

644 - RSD-Flying
645 - RSD- Nonflying
693 - Fuel Aviation

506994 - Repair

(ALL EEIC"s

are computed in the B-3700)

FINANCIAL INVENTORY ACCOUNT

CODES (FI1A)

GENERAL LEDGER ACCOUNT
CODES(GLAC)

FIA 300 -

680 - TIN of Materiel without credit
440 - TIN of Materiel with credit

TYPE TRANSACTION PHRASES AND CODES

(Check $ val ue)

(TTPC)

| SU DOR of Supply Item
331 - | SU DOR of Equipnent Item

TTPC 7Y - PFMR/ OCCR Adj ust nent

17 -
2D -
1S -
DD -

Add Status Detail
Pl us Due-out Detail
M nus Due-in Detail

Reverse post of due-out detail

ALL DOUBLE ALPHA - Reverse post



ATTACHMENT A-2 DIC/TRIC
A2.1. PURPOSE

To provide a list of the DDC TRIC codes that identify the transactions
processed agai nst a custoner's organization code.

A2_.2. DIC/TRIC

DIC/TRIC EXPLANATION

DT Due-in or Due-out Update

DOC Due-out Cancell ation

DOR Due- out Rel ease

DUO Due- out

FCl Equi prent In-use Detail Change or Delete

FEC Term nate EAI D Accounti ng

FER Equi prent Identity Change

FET Equi prent I nter-account Transfer

I SU | ssue

VBI | ssue, Supply Point or MRSP

REC Recei pt

TI'N Turn-in

A5J Transfer to DRMO

1PU Direct charge/forced no credit return generated by
customer request for cancellation of an obligated due-
out

A2.3. TTPC

These codes are designed to further identify and explain the transactions
appearing on the Daily Docunent Register.

TTPC EXPLANAT ION

1A-1tem Record | ssue

1B+l tem Record Turn-in

1K-1 n- Use Det Equi prent Turn-in

1L+l n- Use Det Equi pnent |ssue

2A- DO Det Due- out Rel ease or Cancellation (issue request
by organi zation

2M DI FM Det Partial DIFM Turn-in

2N+ DI FM Det Partial DI FM Issue or Due-out Rel ease

20 DEL DI FM Det Total DI FM Turn-in

2P+ Add DI FM Det DI FM | ssue or Due-out Rel ease



A2.4_. Supply Status, Cancellation Codes, and Phrases

These codes provides supply status information or the reason for cancelling
a due-in or due-out. These are the nore conmmonly used codes and the phrases that

apply:

STATUS EXPLANAT ION

B5 The RID activity is in receipt of your followp
request. Action to determ ne current status and/or
i nprove the ESD is being attenpted. Further status
will be furnished within 7 cal endar days.

BA Item bei ng processed for rel ease and shi pnent.

BB Item back ordered against a due-in to stock. Use of
BB status is appropriate for | ocal manufacture item

BD Requisition is under review. Additional status wll
be provided with action taken

BF No record of requisition. Reorder if still needed.

BG St ock nunber changed or NSN assigned to a part nunber
submtted or unit of issue changed.

BH Substitute or interchangeabl e being supplied. NSN of
itemin the stock nunber field of the status input.

BQ Cancel l ed. Result of receiving cancellation request.

BV Item procured and on contract for direct shipnent.

CG Rej ected. Unable to identify requested item
Resubmit with correct NSN or part nunber. |If correct

part nunber was submitted or if the correct NSN or
part nunber are unknown, resubmit on DD Form 1348-6.

a Rej ected. Item coded or being coded obsolete. |If
still needed, resubmt requisition on DD Form 1348- 6.
CK Rejected. Itemnot avail able. Requisition next
hi gher assenbly.
N Rej ected. Source is local manufacture or fabrication
FF Rejected. Itemnot authorized stockage or issue.

Resubmit requisition providing full justification

FO Rej ected. Inconplete or invalid TO reference
If TOis correct, resubmt on DD Form 1348-6 citing
conplete reference, end item etc

ZE Contracting unable to buy due to inadequate description

ZS Due-out cancellation resulting fromdaily or weekly
due-out validation.

ZU Due-out cancellation resulting fromaircraft record
val i dati on.



ZW

ZX

99

NOTE: A single character alpha or nunmeric (A/N) indicates the initial method of
by the shipper (node of shipnent

nmovemnent

Due- out cancellation resulting fromnonthly or
quarterly due-out validation

Due-out cancelled as a result of end-item being turned
in wth maintenance action taken code 4 (not
repairable this station due to | ack of parts).

Fol l omup. This code will be decreased by one each
ti me subsequent followup action is taken; that is, 96
woul d represent four foll owp actions.



ATTACHMENT A-3 PRIORITY MONITOR REPORT (D18)

Figure A3.1.
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Figure A3.2. D18/Part 1, Supply/Equipment
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ATTACHMENT A-4 PFMR/OCCR UPDATE AND RECONCILIATION (D11)

Figure A4_1.
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ATTACHMENT A-5 ORGANIZATION COST CENTER LIST (MO3)
Figure A5.1. MO3/Page 1, Organization Cost Center List
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Figure A5.2. MO3/Page 2, Organization Cost Center List
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ATTACHMENT A-6 DAILY DOCUMENT REGISTER (D04)

Figure A6.1. DO04/Part 1, Daily Document Register
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CHAPTER 8 EQUIPMENT MANAGEMENT
SECTION A GENERAL INFORMATION
8.1. CHAPTER SUMMARY

This chapter describes some of the different types of equi pnent assets and
how, you, as a custoner, may obtain them This chapter al so addresses AFEMS
noder ni zati on and how it inpacts equi pnment custodians. Further, it briefly
di scusses the responsibilities of commanders and custodi ans regardi ng the
managenment of Air Force Equi prent.

8.1.1. Section A. This section defines equipnent itens, describes the equi pnent
codes used to determ ne the type of managenent action required for managi ng

equi prent itenms, and lists the duties and responsibilities for organizati ona
commander s and equi pnent cust odi ans.

8.1.2. Section B. This section highlights the changes to the AFEMS in genera
terns, provides information as to the location of the AFEMS (C001) User Manual
and provides the standard | og-on procedures upon reaching the AFEMS (C001)

envi ronnent .

8.1.3. Section C. This section explains howto establish a custodian account,
desi gnat e and change custodi ans, and transfer custody receipt of EAID itens.

This section further describes how custodi ans can gain relief fromresponsibility
or accountability.

8.1.4. Section D. This section addresses equi pnent all owance standard
docunents. These docunents depict the itens and quantities of equipnent itens
that Air Force organizations need in order to performtheir assigned nissions.
Next, this section explains how organi zati ons may request and obtai n on-hand
equi prent that is required but is not in an allowance standard. This section
al so expl ai ns how equi prent may be authorized on a tenporary basis (180 days or
| ess), under ASC 987. Finally, it describes unauthorized equi pmrent on-hand and
how to di spose of it.

8.1.5. Section E. Section E describes the different categories of equi pnent
items, such as office furniture and governnent - owned appliances. It also
descri bes how to prepare and process equi pnment requests.

8.1.6. Section F. This section describes howto maintain the custodian file and
list the forms and managenent products that are required to be maintained in the
file. In addition, this section describes stock nunber rel ationships regardi ng
the i ssue of an equipnent itemas a suitable substitute.

8.1.7. Section G Section G addresses the issue of individual clothing and

equi prent and the al |l owance standard that authorizes the issue of these type
items. It also describes the organization commander's role in this process.

Next, this section addresses the issue of technician toolkits and different types
of toolkits.

8.1.8. Section H This section describes the procedures and the criteria for
havi ng equi pment itens repaired on contract.

8.1.9. Section |. Section | explains the exchange warranty programand lists
the items that are excluded fromthe program



8.1.10. Section J. This section addresses requirenents for CE equi pnent and
lists the directive which describes the process for identifying and describing CE
equi prent requirenents. This section also explains how CE equi pnent is

requi sitioned and accounted for. Finally, it lists the directives that governs
the policies and procedures for handling CE project materiel

8.1.11. Section K Section K covers the types of COVBEC equi pnent, the
appl i cabl e al |l owance standards, and identifying COVBEC requirenents.

8.2. OVERVIEW

Section A defines equi pment itens, provides the equipment managenent codes
used to deternmine the type of managenent action required for equi pnent itens, and
lists the duties and responsibilities for organizational commanders and equi prent
cust odi ans.
8.3. DEFINING EQUIPMENT ITEMS

8.3.1. Equiprent definition. Equipnment is defined as:

8.3.1.1. Al itens of a durable nature capable of continuing or repetitive use
by an individual or organization

8.3.1.2. Al itens other than supplies needed to outfit an individual or
or gani zati on.

8.3.2. Equipment Cassification

8.3.2.1. Individual Equipment. Itens required for the personal use of
i ndi vi dual s.

8.3.2.2. (Oganizational Equipnent. Itens required for use by an organization or
unit.
8.3.2.3. Special or Project Equipnment. Itens not authorized in an all owance

standard, but are determ ned as essential in connection with a particular
operation, function, or mssion

8.3.3. Equipment Categories. There are two separate categories of equi pment
itens:

8.3.3.1. EAID Itenms. These itenms require formal supply property accountability
and nust be reflected on the organization's CA CRL.

8.3.3.2. Non-EAID Itens. these are itens requested through the EMS, but do not
require formal supply property accountability. Normally, these assets do not
appear on the CA/CRL.



8.4. EMC

The EMC is a single-digit code used to indicate the type of managenent
required for equipnent itens. These codes are defined in attachment A-1. The
equi prent custodi an may chal l enge the EMC on-line into the AFEMS (C001) using the
data transaction session's automated equi pnment nmanagenent code chal | enge (I REC)
screen if they feel it is wong. The AFEMS (C001) provides an E-Mail notice
advi sing the requesting custodian of the final disposition of the chall enge.

NOTE: |If you do not have access to AFEMS (C001), then provide the information to
Equi prent Managenent in Base Supply, and they will enter the EMC challenge into
AFENMS (C001) .

8.5. RESPONSIBILITIES ASSIGNED

8.5.1. Oganization Commander Responsibilities. Wthin the scope of their
specified responsibility and authority, organizational commanders are responsible
for the foll ow ng:

8.5.1.1. Stringent control in initiating equipnment requests to ensure economc
managenent and elimnation of luxury or nonessential itenms (including their
i nadvertent entry into the equi pment system.

8.5.1.2. Ensuring authorization request action is taken to obtain the equi prent
necessary to support the assigned or programed functions and unit m ssion

8.5.1.3. Making sure all itens are properly maintained and safeguarded. |If

| oss, damage, or destruction occurs to reportable equi pnment itenms, factual data
must be provided to the Chief of Supply as support docunentation for relief of
responsibility and accountability.

8.5.1.4. Ensuring frequent inspections are conducted on individual clothing and
equi prent aut horized to unit personnel or function. |Inspections will detern ne
conpl et eness and serviceability.

8.5.1.5. Ensuring all unit personnel are properly instructed in the care and
saf eguardi ng of supplies and equi pment and that these instructions are rigidly
enf or ced.

8.5.1.6. Exercising supply discipline by:

8.5.1.6.1. Pronpt repair or turn-in of unserviceable (reparable) itens and
unservi ceabl e itens that cannot be locally repaired.

8.5.1.6.2. Pronpt action in requesting change of authorization of equi pnent when
a function is reduced, elimnated, or when a m ssion change occurs.

8.5.1.6.3. Elimnating the hoarding of any supplies or equipnent and ensuring
the pronpt return of unneeded itens.

8.5.1.7. Appointing capable individuals as property custodians and alternates
and establishment of, change to, or reconciliation of custodian accounts.



8.5.1.7.1. Custodians may be comni ssioned officers, warrant officers,
nonconmi ssi oned officers, airnmen (see note), or civilians and nust be nutually
agreeable to the organi zati on commander and the COS. This applies to active duty
or reserve, nmale or female personnel. Foreign nationals or |ocal wage rate

enpl oyees (foreign enployees in host countries) may be appointed as primary or

al ternate custodi ans only when they may be held pecuniary |iable under the | aw of
t he host country.

NOTE: An airman (SRA or below) nmay be appointed primary or alternate custodi an
by the organi zati on commander, if the commander believes the airman is mature
enough to handl e the responsibility.

8.5.1.7.2. Oficer personnel whose duties are directly associated wi th readi ness
of combat forces will not be assigned as equi pnent custodians. This applies to
active duty and reserve nmale or femal e personnel, however, this restriction may
be waived at the option of the MAJCOM

8.5.1.8. Making sure a new primary custodian or alternate is appoi nted when both
the primary and alternate custodians are absent sinultaneously for 45 or nore

cal endar days or when either custodian is transferred (permanent change of
station or permanent change of assignnent).

8.5.1.9. Ensuring primary and alternate custodi ans, not previously trained,
attend custodi an training provided by the COS. Custodians and alternates who
have performed these duties within the past 2 years nust report to Equi prent
Management or Customer Training on assignnent to be briefed on conmand

suppl enents, local policy, and |ocal requirenents.

8.5.1.10. Ensuring that enough assigned individuals are preselected to serve as
equi prent custodi ans on all unit deploynments. The individuals will be identified
to the host COS to receive custodian training regardi ng the managenent of Air
Force equi prent during depl oyment.

8.5.1.11. Ensuring that all personnel within the organization are aware of the
policies and guidelines expressed in AFl 23-111, Managenent of Government
Property in Possession of the Air Force.

8.5.2. Primary Equi prent Custodi an Responsibilities. Primary custodi an nust:

8.5.2.1. On assignnment as the primary custodi an, report to the EMS for a
briefing on responsibilities, current equipnment policies, and procedures.

8.5.2.2. Performinventories when requested by Base Supply personnel. Ensure
that all itenms are on-hand and serviceable. Assist supply personnel when
i nventories are performed by Base Supply.

NOTE: Normally, inventories are forned by the respective custodi ans. |nventory
of EAID accounts is performed by Base Supply personnel only when the organization
conmmander or staff agency director requests it in witing, and the request is
approved by the COS. Al such requests nust be conpletely justified, noting
speci fic di screpancies that cannot be resol ved by requesting organization

8.5.2.3. Prepare and forward requests to the EMS for authorization and al |l owance
changes and ot her property transacti ons subject to EAI D nanagenent. The request
may be input on-line into the AFEMS (CO001) via use of the data transaction
session's TACR transaction if you have access to AFEMS (C001). Obtain the

organi zati on conmmander's or designated representative's signature for

aut hori zati on changes when required.



8.5.2.4. Record requests that are submtted to the EMS or input on-line into the
AFENMS (C001) TACR on AF Form 126, Custodi an Request Log.

8.5.2.5. Miintain suspense and conpl eted copies of all docunmentation needed to
determ ne the status of accounts.

8.5.2.6. Coordinate, as needed, with such activities as the G ound Safety
O ficer, Docunmentation Manager, Director of Base Medical Services, CGvil
Engi neer, Comuni cations O ficer, and other planning activities, before
subm tting requests.

8.5.2.7. Verify CACRL received fromthe EM5 to nake sure data are conplete and
accurate. Sign and return CACRL to the EM5 within 15 workdays. O f-base
organi zations are allowed 30 workdays. CA/CRL dates start fromthe production
date |listed on CA/ CRL.

8.5.2.8. Keep a historical maintenance record (general purpose forn) on office
appl i ances as required by TGs 00-25-211 and 46A-1-1. A record is not needed for
appl i ances shown on the master appliance listing kept by BCE

8.5.2.9. Report at once, any excess authorizations, allowances, or in-use assets
to the EMS.

8.5.2.10. Review all allowance standards applicable to their organization wth
the EM5. Reconmend any needed changes, additions, or deletions.

8.5.2.11. Furnish information to change EAID records to be relieved from
accountability or responsibility for itenms that are | ost or destroyed.

8.5.2.12. WMake sure, when custodial responsibility ends, that the custody
account is properly transferred to the new custodian and officially cleared by
t he EMB.

8.5.2.13. Send to the EM5, within 10 workdays, documentation for all EAID
managed equi pnment transferred or shipped to another activity, or received from
sources other that the COS. This includes equi pnent received froml ateral
support.

8.5.2.14_. WNMake any needed foll owp action with the ENMS

8.5.2.15. Submit requests for all equipnent found on base and send it to the
EMS. Turn-in or justify the itemif it is required.

8.5.2.16. Performa due-out validation with Requisitioning (see chapter 5, this
part).

8.5.2.17. Make sure, by spot checks and periodic inventory, that all assigned
property is accounted for and is physically on hand, or that action was taken to
cl ear the account of m ssing or damaged itens.

8.5.2.18. Make sure all equipnent to be turned in is clean and conpl ete.



8.5.2.19. Prepare and maintain AF Form 1297 for itens | oaned outside the
custodi an's span of control. |Itens that are excess to requirenents or should be
transferred must not be | oaned. Spot checks or periodic verification can be
acconpl i shed to ensure property is being adequately controlled and nmai ntai ned.
Ceneral log fornms or locally approved el ectronic logs may be used in |lieu of the
AF Form 1297 for equi prment itens checked in and out on a daily basis. Exanples
are portable radios and small arns.

8.5.2.20. Check with the EM5 for correct procedures for | oaning equi pment
outside of the Air Force; for exanple, formal |oan agreenents, inter- or intra-
comand | oans.

8.5.2.21. Affix labels provided by the EVM5 to equi pnment itens on their account.
Advi se the EMS when repl acenment | abels are required

8.5.2.22. Initiate requests for rental when advised by the EM5

8.5.2.23. Notify the COS when known equi prent changes inpact future supply
support. Method of notification nmust be by letter, input online into the AFEMS
(C001) by the TACR transaction or included on the AF Form 601 and nmust contain as
a mnimum projected date for equi pnent installation or deactivation, any known
or suspected support requirenents, and if adjusted | evels should be established
or del eted.

8.5.2.24_. Informthe base repair activity, including Contract M ntenance, of
items that need inspection, repair, calibration, adjustment, or other work.
State on the request the nost cost-effective way to repair equipnent; for

i nstance, patch vinyl upholstered furniture instead of recovering it. For

mai nt enance of Kkitchen equi pnent or appliances, contact the BCE. |ndividua

equi prent needi ng cleaning or repair will be processed according to instructions
provi ded by Base Supply Individual Equiprent.

8.5.2.25. Ensure equi pnent which is personal property but used in government
of fices has identification attached to identify the owner

8.5.2.26. Respond to E-Mail notices fromthe AFEMS (C001) if you have access to
t he AFEMS (C001).

8.5.2.27. Maintain current configuration data in the AFEMS (C001) when access is
avai |l abl e and you are required to do so.

8.5.3. Alternate Equi prent Custodian. |In general, alternate custodi ans nmust be
know edgeabl e i n equi pment managenent procedures, and in particular, they nmust be
know edgeabl e of their respective equi pnent accounts. Alternate custodians
responsi bilities include:

8.5.3.1. Performance of all primary custodial responsibilities with, and in the
absence of, the primary custodian. These responsibilities are listed in 8.5.2
above.

8.5.3.2. Upon assignnment as an alternate custodi an, report at once to the EMS
for a briefing on equi pment policies and procedures.



8.6. PERSONNEL WITH AFEMS USER-ID AND PASSWORD

The AFEMS (C001) is presently Iimted by financial constraints to a
speci fic nunber of user-IDs and passwords. Therefore, not every equi prment
custodian will have a user-ID and password for AFEMS. Present policy of npst
MAJCOMs dictates that Base Supply personnel, who need information from AFEMS to
process SBSS equi pnent transactions, and custodi ans who process a | arge anount of
AF Forms 601 yearly will have the user-IDs and passwords. For exanple, a
cust odi an who processes 100 AF Fornms 601 a year should have a user-ID and
password, whereas a custodi an who only processes one or two should not.
Normal |y, the Equi pment Managenent Section in Base Supply will know how many
user-1Ds and passwords are available. 1f they do not, they can obtain that
information fromtheir MAJCOM equi prrent representatives. Quarterly, personnel
(i ncludi ng Base Supply personnel) possessing an AFENMS user-I1D and password WLL
UPDATE t he Personal Configuration as follows:

8.6.1. Enter the AFEMS and access the e-mmil session.

8.6.2. Select "P'" for Personal Configuration. At Configuration Selections,
sel ect "Tel ephone Numbers". \When Tel ephone Nunmbers appear, update the first |ine
as follows:

8.6.2.1. Enter your conplete DSN nunber foll owed by the conplete comerci al
number. An exanple: DSN 596-5555, COM (334)416-5555.

8.6.2.2. If you are an equi pnent custodi an, enter the SRAN of your |ocal Base
Supply, your equi prent account designation, and organi zation in the remaining
spaces on the third line. An exanple: FE3022 156EM 14TH MAI NT SQ

8.6.2.3. If you are other than an equi pnment custodi an at base |level, enter the
SRAN of your |ocal Base Supply, short designation of where you work (i.e., EM5
St Cont, Mat Cont, Inv, Doc Cont, Cust Spt), and organization in remaining spaces
on the third line. An exanple: FE3022 Cust Spt 14th Sup Sq.

8.6.2.4. For personnel in MAJCOM and staff positions, reconmend pertinent
i nformati on be entered on the third line to help the item managers identify what
you manage. Exanples: ACC AGE EQU PMENT, HQ USAF SUPPLY PCLI CY, and PAF COW

EQUI P.

8.6.3. After updating "Tel ephone Nunbers" as described above, return to
"Configuration Sel ections" and sel ect "Addresses”. Update "Addresses" as
fol | ows:

8.6.3.1. At primary address, enter your conplete nmailing address. Exanple: 25
SOS/ LG 2000 EAST MOORE DRI VE MAXVELL AFB, GUNTER ANNEX AL 36114- 3004

8.6.3.2. At secondary address, enter your nessage address: Exanple: 25 SCS
MAXWELL AFB- GUNTER ANNEX AL// LG/

8.6.4. Once the above initial update is nade, the quarterly requirenment should
only entail naking changes as | ong as you possess your user-1D and password for
AFEMS.



SECTION B AFEMS MODERNIZATION
8.7. OVERVIEW

This section highlights the changes to the AFEMS in general terns, provides
information as to the location of the AFEMS (CO001) User Manual, and provides the
standard | og-on procedures upon reaching the AFEMS (C001) environment.

8.8. AFEMS MODERNIZATION

8.8.1. Modernized AFEMS. The noderni zation of the AFEMS (C001) has changed sone
aspects of equi pnment managenent for the equi pment custodi an. Even though these
new capabilities are described throughout this chapter, you will have to use
AFENMS (C001) User Manual which provides detailed instructions for using the
various systemoptions. The AFEMS User Manual is on-line.

(Note: Passwords to access the AFEMS (C001) are limted. Therefore, al

custodi ans will not have access. Base Supply's EMS knows how many passwords are
all ocated to your base.) The follow ng are highlights of changes to the
noder ni zed AFEMS (C001):

8.8.1.1. On-line queries to include ad hoc.

8.8.1.2. Allowance information available on-line (AS publication elimnated for
nost users).

8.8.1.3. On-line allowance change request for reconmendi ng changes to all owance
st andards and obtai ni ng approval for authorization changes which require approval
above wi ng/ base |evel.

8.8.1.4. E-Miil notices to advise the custodian of such things as all owance
changes, allowance change request status, etc.

8.8.1.5. On-line requests to change equi prent managenent codes.
8.8.1.6. Base-funded equi pnment excess |ist.

8.8.2. AFEMS Q001 Access Request. Primary and alternate custodi ans prepare and
submt an AFEMS Q001 Access Request to obtain a USERI D and password for the AFENMS
(C001) system Issuance of a password fromthe AFEMS (CO01) is based upon the
nunber of avail able passwords. Normally, Base Supply Equi prent Managenent knows
how many passwords were allocated fromthe MAJCOM for the base where you are
|ocated. Due to the Iimtation on passwords to access the AFEM5 (C001), password
i ssuance should be to the [ argest users on a base, i.e., a custodian who created
200 AF Forms 601 a year versus a custodi an who only creates two or three AF Forns
601. See attachnment B-1 for the instructions on how the formshould be filled
out .

8.8.3. AFEMS Log-On Procedures. The following is the standard | og-on for AFEMS
Once you reach the AFEMS (CO01) environment, enter the follow ng i nformation

8.8.3.1. AFEMS (CQ001) initiation screen. This screen contains the date/tine
group in the upper right hand corner and the pronpt for initiating the AFENMS | 0og-
on sequence. Input: AW AFEMS or AWP AFEMS 1 in the enter code field in the
lower left hand corner of the screen and then press the ENTER key. Then enter
your PC emul ati on nunber. Enter ? to see a list.



8.8.3.2. AFEMS (C001) Log-on Screen. |Input your user-1D and password (use tab
key to navigate between user-1D and password) and then press the ENTER key.

8.8.3.3. AFEMS (C001) Informational Message Display. This screen provides user
account information, such as the nunber of |og-on attenpts nmade (count field) and
the data and tinme of the last I og-on (last used). Check these values to
determ ne if any unauthorized access occurred. Press the ENTER key after
checki ng these val ues.

8.8.3.4. AFEMS (C001) Main Menu. This screen lists the processing options or
sessi ons avail abl e through the AFEMS (C001). Choose the desired option and input
t he correspondi ng nunber next to the system pronpt (upper |eft hand corner ===>).



SECTION C ACCOUNTING FOR ORGANIZATION EQUIPMENT
8.9. OVERVIEW

This section explains howto establish a custodi an account, designate and
change custodi ans, and transfer custody receipt EAIDitens. This section also
tells how custodi ans can gain relief fromcustodian responsibility and equi pnent
accountability.

8.10. ESTABLISHING A CUSTODIAL ACCOUNT

See chapter 1, section A

8.11. DESIGNATING EQUIPMENT CUSTODIANS

The equi pnment custodi an i s appointed by the organi zati on commander. The
cust odi an deci des what equi pnent is needed and keeps the EMS advi sed of these
needs. Custodial responsibilities are explained in this chapter
8.12. CHANGING CUSTODIANS

In the event of change of a custodi an, the organi zati on conmander appoints
a new cust odi an.

8.12.1. Departing Custodians. The departing custodi an forwards a request
(through the organization commander) to the EMS, to transfer the account to the
new custodi an. The request nust include:

8.12.1.1. Custody receipt account code

8.12.1.2. Manpower personnel assignnment docunent function code

8.12.1.3. Section title

8.12.1.4. Nanme and grade of departing and new custodi an and alternate
8.12.1.5. Oganization and shop code

8.12.1.6. Building nunber of the custodian's duty section

8.12.1.7. Tel ephone nunber

8.12.1.8. Approval signature of the comrander

8.12.1.9. Signature sanples for both the primary and alternate equi pnent
cust odi ans

8.12.2. New Custodi an. Wen the request for transfer is received, the EMS
provi de two copies of a new CA/CRL, and ensures custodian training is
acconpl i shed before the custodi an signs for the account. Wen the new custodi an
is fully satisfied that itens and quantities included on the CA/CRL are accurate,
he or she nust sign on the |ast page acknow edgi ng responsibility for the
property. A legible copy with a legible signature is sent to the EM5. This
cannot be a copy produced on a duplicating machine unless it has an origina
signature. A copy is retained by the custodian



8.13. TRANSFERRING CUSTODY RECEIPT, EAID ITEMS

Cust odi ans notify the EMS before noving or transferring itens listed on
their CAACRL. If this is not possible, notify the EM5S the next workday. The ENM5
approval is not required when a custodian | oans an item on AF Form 1297,
Tenporary |ssue Receipt.

8.13.1. Transfer of equi prent between custodi ans. The gai ni ng custodian
coordinates with the | osing custodian and the gai ning custodi an subnits a request
for transfer. Upon receipt of the request, EMS processes an intercustody receipt
transfer (TRIC FET), to transfer the item and preclude expenditure of funds.
Cust odi ans provide the sane data elenments to EM5S as for an issue request. Also
provide the | osing custodian with the in-use detail document nunber in block "E'
of the AF Form 2005, the letter, or call-in.

8.13.2. Transfers of equipnment for rotation, exercise, deploynents, or inter- or
i ntra-command | oans. Custodians imediately notify the EMS before physica
nmoverent of the item Notify the EMS when the itemis returned, or when they
receive the itemfromother activities. The EMS prepares the inputs to (TR Cs
FET/ 1ET) transfer the item

8.14. RELIEF FROM RESPONSIBILITY OR ACCOUNTABILITY

The custodi an nakes sure that all property charged to the account is on
hand or that action has been taken to clear the account of m ssing or damaged
items. The EMS advi ses organi zati on conmanders and custodi ans in conpleting the
needed adj ust ment documents and makes equi prent identity changes needed to
correct errors.

NOTE: Policies and procedures regardi ng the unauthorized use of property,
recovery of property unlawfully held, and accounting for property |ost or
destroyed by other than fair wear and tear are in AFR 177-111, Reports of Survey
for Air Force property.



SECTION D EQUIPMENT ALLOWANCE STANDARDS
8.15. OVERVIEW

This section describes the different categories of equi pnent itens such as
of fice furniture and governnment-owned appliances. It also describes howto
prepare and process equi pnent requests.

8.16. ALLOWANCE STANDARDS

8.16.1. Ceneral. The Air Force equi pnent allowance standards prescribe itens
and quantities of equipment required to perform assigned peacetine and wartine
m ssions, functions, and duties of Air Force organizations and i ndivi dua
specialists. Allowance information is provided on-line in the AFENVMS (C001) to
all users. The new design establishes allowances by end item and m ssion
application with the capability to conmpute nmaxi mum al |l owance quantities by
organi zati on. The AFEM5 (CO01) will:

8.16.1.1. Allow users on-line query capabilities to determ ne maxi nrum quantities
allowed for item(s) for a given organization's m ssion

8.16.1.2. Validate all base authorizations to ensure they do not exceed maxi num
al | owances.

8.16.1.3. Request allowance standard hard copy reports using the on-line query
al  owance standard inquiry (TINQ. The results are output to the AFEMS (C001)
out put product facilities.

8.16.1.4. Provide allowance changes to all affected users through E-Miil notices
if access avail able.

8.16.1.5. ldentify in-use substitutes with questionable suitability for the
preferred item

8.16.1.6. Provide hard copy or mcrofiche allowance standards to non- AFEMS users
on a quarterly basis.

8.16.2. Provisions Governing Al owance Standards:

8.16.2.1. Cenerally, only nonexpendabl e (equi pment assets) itens are listed in
al | owance standards. Exenpted fromthis policy are specialized tools, persona
retention and survival itens, conmponents of bench sets, and WRM

8.16.2.2. Normally, the basis of issue in allowance standards presents the

maxi mum al | owabl e quantity authorized by the applicable | evel of approval
authority. The organi zati on commander may exceed the basis of issue on non-
weapon system al | owance standards when the itemis base-funded equi pnent and is
for base support requirenents (use code B). This policy excludes allowances in
al I owance standard 012--those all owance standards identified by MAJCOVE as
weapons systens all owances requiring above w ng/base | evel approval (that is WAB
CEMD) .

8.16.2.3. The AFEMS (CQ001) provides an on-line index of allowances to include
m scel | aneous ASC.



8.16.2.4. Requests for changes to allowance standards may be initiated by any
activity (organi zation, squadron, shop, etc.). AF Form 601 nust be submitted to
the EM5S or input on-line into the AFEMS (CO01) using the data TACR transaction
for evaluation, if access is available. Requests for allowance standard changes
are subnmtted when it is determ ned that allowances are inadequate, excessive, or
equi prent i s unsuitable for peacetine or wartine.

8.16.2.5. Training equi pnent required to support training courses outlined in
AFR 50-5 is derived from all owance standards of the same functional area or
weapon system al | owance standard. The allowance ID | oaded in the SBSS desi gnates
t he applicabl e all owance standard. Place an alpha Oin the seventh position of
the ASC to designate a training requirenent.

8.16.2.6. Allowance change request notices/ st at us.

8.16.2.6.1. Allowance change request approved/di sapproved. The AFEMS (C001)
sends an E-Mail notice to notify the initiator and all evaluators of the fina
di sposition of allowance change requests. The AFEMS request nunber is provided
so the recipient can retrieve on-line the appropriate TACR if further reviewis
required.

NOTE: Dependent upon initiator having access to AFENMS (C001).

8.16.2.6.2. Al lowance change request status. You nay obtain status for

al | owance change request by using the AFEMS (C001) on-line query all owance
docunent status (TDSI) screen in the data transaction section. You may obtain
the status by providing the AFEMS (C001) request nunmber or any conbi nation of
stock nunber, allowance ID, SRAN, organization code, or shop code. |If the
organi zation code is entered, then the SRAN nmust be entered and if the shop code
is entered, then the organization code and the SRAN nust be entered. You may
optionally view the on-line all owance change request.

8.16.2.6.3. Al lowance change notices. The allowance change notices alert the
equi prent cust odi an of changes to al |l owance standards used by their organi zation
The AFEMS (C001) consolidates nessages by organization ID for equi prent
custodi ans so each recipient will not have to read nultiple nmessages. The

equi prent custodi ans | ogs on to the AFEMS (CQ001) and selects the E-Mail option to
retrieve the E-Mail notice. The AFEM5 (CO001) provides the EVMS with automated

aut hori zati on updates for your account for the follow ng conditions. These
changes are reflected on the DO4.

8.16.2.6.3.1. The allowance standard BO for a stock nunber is decreased and the
current base authorization exceeds the maxi num al | owance quantity.

8.16.2.6.3.2. The current allowance standard stock nunber is changed and the
base authorization is citing the change from stock nunber.

8.16.2.6.3.3. The current stock nunber is transferred to a new al | onwance
st andar d.

8.16.2.6.3.4. The current stock nunber is deleted fromthe all owance standard.
8.16.2.6.3.5. Al changes affecting mandatory nobility all owances.

8.16.2.6.4. (Ogani zation Configuration Data



8.16.2.6.4.1. The AFEM5 (CO001) maintains, by ORA D, configuration questions and
answers needed to cal cul ate al |l owance standard basis of issue to the maxi mum

aut horized quantity for an organi zati on. The equi pnent custodi an nmust provide
answers to all configuration questions applicable to their account and maintain
t hese answers as changes occur

8.16.2.6.4.2. Recording the initial answers and file maintenance is done on-line
in the AFEMS (C001) using the on-line TORC in Data Transaction. The equi prment
custodi an | ogs onto the AFEMS (CO001) and chooses the data transaction option
After successfully gaining entry to the equi prent custodi an mai n nenu, the

equi prent cust odi an does the foll ow ng:

8.16.2.6.4.2.1. Enters TORC on the selection line to retrieve the organi zati on
configuration program

8.16.2.6.4.2.2. Enters the ORG@ D and if desired, an allowance |ID and/or
configuration questions and answers applicable to your organization

8.16.2.6.4.2.3. Reviews this data and if needed, updates answers applicable to
your account. The retrieval, review, and file nmaintenance are acconplished from
this single program Enter a C under the AC colum and update the answer.

8.16.2.6.4.3. (Oganization configuration changes whi ch cause the nmaxi mum
al  owance to change. This includes deletions and mandatory nobility.

8.16.2.7. Allowance standards are the sole basis for the authorization and
procurenent of equipnent itens for nobility requirenments. Base-funded equi pment
items in allowance standards with BO "as required" are at the unit conmander's
discretion. In no case will equipnment itens be placed in UTC | ogdet wi thout a
valid all owance. Requests to change nobility equi prent all owances are required
by AFR 28-3 to be reviewed and coordinated by the UTC pilot unit. The | ogdet
identifies the pilot unit.

8.16.2.7.1. The custodian should coordinate with the pilot unit so the pil ot
unit can determne if coordi nated changes should be made for all units or would

be applicable only to the originating unit. |If the majority of the units concur
with the request change, the pilot unit will process an equi pnent change request
to update the all owance standard. |1f the change does not apply to other units,

the pilot unit will request for a deviation to the all owance standard for their
organi zati on only.

8.16.2.7.2. Pilot units will coordinate proposed nmobility equi pnent changes with
non-pilot units to obtain consensus and submit an equi prent change request form

t hrough normal supply channels to their gaining conmand CEMO for approval. Pilot
units will provide a copy of the equi pment change request formto non-pilot units
once approved.

8.16.2.7.3. Al nobility equi pment authorizations are mandatory and will be on-
hand, on-order, or included in an appropriate budget docunent if not centrally
procur ed.



8.17. SPECIAL ALLOWANCES

Itens that are not in an all owance standard but are required by an
organi zation to performits mssion, may be obtained as a special allowance. ASC
041 is used to identify these needs. Requests for special allowances are made to
the EM5 on AF Form 601 or input on-line into the AFEM5S (C001). They nust be
approved by hi gher headquarters, and in addition to normal justification, nust
state the reason the item should not be added to an all owance standard.

8.18. RETENTION AUTHORITY

Retention authority (ASC 048) is used to authorize a required itemthat is
not in an allowance standard but is already on hand. The item cannot be repl aced
if it becones unserviceable; however, it nmay be repaired w thin base resources
when consi dered econonmically feasible and justified. Submt a request for
special retention authority using AF Form 601 or input on-line into the AFEMS
(C001).

8.19. TEMPORARILY REQUIRED ITEMS (ASC 987)

These are itens that are needed for a period of 180 cal endar days or |ess.
Ceneral ly, loans are only approved for short-termactivities or activities with
specific tenporary needs. The itens are authorized for a specific period of tine
and nust be turned in on the date the loan is term nated unl ess extended by the
COCs.

8.20. UNAUTHORIZED EQUIPMENT ON-HAND (ASC 000)
Equi prent hel d by an organization that is not authorized, or exceeds the

aut hori zed quantity, is shown on the CACRL with ASC 000. This type of equi pnent
must be turned in, or a request for authorization nust be nmade to the EMS



SECTION E SPECIAL EQUIPMENT REQUESTS
8.21. OVERVIEW

This section describes the different categories of equi pnent itens such as
of fice furniture and governnent-owned appliances. It further describes howto
prepare and process equi pnent requests.

8.22. EQUIPMENT CATEGORIES

The equi prent itens which follow require special coordination, approval,
and handling. The list is not all inclusive. In many instances, the specific
al | owance standard or Air Force directive dictates who nust coordi nate or approve
a request for a certain category or piece of equi pnment being requested from Base
Supply. These approval s nust be obtained before forwarding the request to the
EMS or input on-line into the AFEMS (CO01). |In addition to the categories |isted
bel ow, see attachment A-1.

8.22.1. STEP. The Special Training Equi prment Program (classified) |lists major
trai ning devices for which HQ USAF has responsibility. Special training devices,
attachnents, and kits are listed as line itens in allowance standard 014 with the
basis of issue listed in the STEP. Nonexpendabl e STEP equi prent are mai nt ai ned
on EAID records.

8.22_.2. Rental Equipnment. Custodians will submt AF Form9 to Base supply ENM5
requesting rental of equi pnent. EMS personnel eval uates the request and

det erm ne whet her procurenent or rental is cost effective. After evaluation, EM
prepares a formletter or signs the AF Form 9 indicating to contracting that the
itemis reconmended for |ease/rental and returns the AF Form9 to the custodian
The custodi an then forwards the AF Form 9 to contracting for subsequent
processing of DD Form 1155 for a services contract. There are separate renta
procedures for fixed ground comuni cations equi prent and vehicles. Contact EMS
in base supply for the procedures on the fixed ground comuni cati ons and the REMS
Manager in the Chief of Transportation's area for vehicle rental procedures.
Maintain a copy of all rental or |ease contracts (DD Form 1155) in your custodian
file.

8.22.3. Local Manufacture or Fabrication. Air Force policy strictly prohibits
| ocal manufacture or fabrication of itenms coded | ocal nmanufacture non-stock
listed, without advance approval fromthe EMS

8.22.3.1. VWhen an item of equipnment is needed which is coded | ocal manufacture
in stock lists allowance standard, or can only be obtained by |ocal manufacture,
the custodi an submts the requests to the EMS. The itemnust be justified and
must contain a conplete description to include drawings and TO, figure, and index
nunber. For locally designed itens, attach five copies of a drawing to the
request.

8.22.3.2. The EMS determines if a standard itemmneets the requirenents. If it
does, the standard itemis ordered. |If not, a |local stock nunber is assigned, a
request to have the itemfabricated is initiated, and inputs are processed to
pick the itemup on the CA CRL.



8.22.4_. Bench Moyckups. Bench nockups or sets required for maintenance bench
checks and Air Education and Trai ni ng Command (AETC) training courses are

i ncluded in allowance standard by NSNs. The conponents whi ch make up the nockup
are listed in the allowance standard or the all owance standard provides a
reference for the conponents, such as T.QO s or another allowance standard.
Requests for bench nockups or sets are submitted to EMS. Local manufacture of
these itens is not permtted without advance approval of an authorization based
on an all owance standard. The conponents actually required to configure the set
are listed as an attachment to the request. If an NSNis not assigned to the
bench nockup or set, the EMS assigns a |ocal stock nunber tenporarily. The EMS
orders the components to assenble the set and process inputs to pick the itenms up
on the CACRL. Only XD XF and nonexpendabl e conponents are accounted for on the
CA/CRL. To add or delete conponents to or fromthe nockup or set, the custodi an
contacts the EMS. When the bench nockup or set is no |onger required, the
custodi an requests turn-in. Do not request turn-in until disassenbly is
conpl et ed.

8.22.5. Requests for Governnent-Omed Appliances. Appliances such as washers,
dryers, refrigerators, and ranges in dormtories, visiting officers quarters
(VOQ, bachelor officers quarters (BOQ, guesthouse, and simlar facilities are
EAI D property and nust be reflected on the CA/ CRL.

8.22.5.1. Initial requests nust be submtted on AF Form 2005, by letter
t el ephone, or radio.

8.22.5.2. Any appliance that needs to be connected to water, electricity, or
gas, or requires nodification of existing facilities nmust have the coordination
of the BCE before sending to EMS

8.22.5.3. The custodian nust coordinate with the G vil Engineer for installation
and checkout of an appliance when it is delivered.

8.22.5.4. Repair or replacenent of appliances is requested through the BCE
service call desk. Wen it is determned replacenent is nore economcal, the
appliance is renoved and replaced with a serviceable unit fromthe C vil Engi neer
backup st ock.

8.22.5.5. Refer to TO 00-25-211 for specific guidelines for repair allowances
and replacenent criteria.

8.22.6. Requests for Equipnent Itens in DRMO  Requests for serviceable and
unservi ceabl e equi prent in DRMO nmust be processed through the EMS. The COS is
required to determine if the request for withdrawal is valid. The EMS

est abl i shes EAID accountability and picks the itemup on the CACRL. The

cust odi an nust coordinate with DRMO to ensure the asset is available in the DRMO
before submtting the request.

8.22.7. Ofice Furniture. Base Supply no |onger requires organization
commanders’ signature on replacenment furniture requests. O ganization comrmanders
will determne (by internal process) when office furniture needs to be repl aced
inlieu of being repaired or rehabilitated. The replacenent will be requested
from Base Supply by whatever neans (normally AF Form 2005) Base Supply accepts.

8.22.8. Ofice Partitions, Storage Bins, and M scel |l aneous Requests for Assenble
Items. Request for office partitions, conponents, and accessories must be

coordi nated t hrough the BCE. Contact the EVMS before submtting requests for
these itens. Special procedures apply for authorization of these assets neeting
certain dollar or construction criteria.



8.22.9. Industrial Plant Equi pment. Before requesting turn-in of industrial

pl ant equi prent, the custodian nust conply with AFR 71-18, Preparation of

I ndustrial Plant Equi prent for Storage or Shipnent; AFM 78-9, Managenent of

Def ense- Omned | ndustrial Plant Equi pnent; and TO 34-1-3. Industrial plan

equi prent are those itens in Federal Supply G oups 34, 36 66, and Federal Supply
Classifications 3220, 4330, 4430, and 4440 with a unit cost of $1,000 or nore.
Cust odi ans must ensure shutdown procedures are made according to AFR 71-18 and
preservations is acconplished as prescribed in AFM 78-9.

8.22.10. Provisional and USAF O gani zati on Fl ags, CGuidons, Streamers,

Fl agstaffs, and Decals. Oder through supply channels. Allowance standard 006
contains the allowance. AFR 900-3 and part 2, chapter 22, contains additional

i nstructions.

8.22.11. Locally Procured Test, Measurenent, and Di agnostic Equi pment ( TMDE)
The requesting organi zati on nmust coordi nate requirenents for nmaintenance, repair,
and calibration with the |ocal Precision Measurenent Equi prent Laboratory (PMEL)
before submtting request to the COS for locally procured TMDE. (See AFl 21-
113.)

8.22.12. Small Computers and Word Processing Equi pnent. O fice application of
standard and nonstandard mni- and microconputers and word processi ng equi pnent
is in a constant state of evolution and change and will be for sonetinme. That
al so means to stay responsive to filling the custonmers needs while fulfilling
regul atory requirenents, specific instructions on obtaining and accounting for
this equipnment is also in a constant state of change. For tinely help on

sati sfying your requirement or answering any questions consult the Custoner
Service Prograns Office at you supporting Base Conmuni cations activity. He or
she can advi se you based on current procedures outlined in part 2, chapter 22,
t he applicabl e all owance standard, and appropriate 700-series directives.

8.22.13. Special Awards (Pl aques, Trophies, etc.). Requests for special awards
must conply with part 2, chapters 9 and 16, and AFl 36-2803, chapter 1. |If
speci al awards are not available in Base Supply, the AF Form 9, Request for
Purchase, may be used to request the item The AF Form 9 nust be coordi nated by
the COS or a designated representative to indicate that special awards are not
avai l abl e in Base Supply before submtting it to the Base Contracting Ofice.

8.22.14. Sel ected Support Equi prent

8.22.14.1. Before submtting a request for turn-in and/or replacenent issue to
the COS, contact the EMS in Base Supply to ascertain if the selected support
equiprment is identified in the Uniform Repair and Replacenent Criteria (UR RC)
program (TO 00-25-240). |If the itemis an AFTO Form 375, Sel ected Support

Equi prent Repair Cost Estimate, the nmaintenance activity nust submit it to the
FSC I M before a request for turn-in or replacenent issue is nmade to the COS.
This cost estimate is required by TO 00-25-240.

8.22.14.2_. If the IMdirects shipnment of the equipnent for repair, overhaul, or
di sposal, the maintenance activity nust ensure a conpleted copy of AFTO Form 375
is attached to or shipped with the equipnent. If the IMdirects a one-tine

repair exception or retention of the equipment in an operational status until
repl acenent equi pment is received, a copy of the AFTO Form 375 nust be filed in
t he equi pnent historical records when final disposal action is acconplished.



8.22.15. Real Property Simlar Equi pment (RPSE)

8.22.15.1. RPSE can be considered any nobil e basing platform Exanples are (but
not limted to): hush houses, portable test stands, tactical shelter systens
(TSS), avionics mobile systens, transportable collective protection systens
(TCPS), survivable collective protection systens (SCPS), chem cally hardened air
transportabl e hospitals (CHATH), and Transportabl e bl ood transshi pnent centers
(TBTC). RPSE is accountable according to part 2, chapter 22. RPSE is not

consi dered real property because accountability is strictly in the control of the
user.

8.22.15.2. The user mnust ensure maintenance is perforned according to applicable
technical orders or directives assuring systemreliability, safety, configuration
control, and continued spare parts |logistical support. Prinmary nmaintenance of
these systens is assigned to the designate user, with linmted support from G vi
Engi neering for work requiring nore specialized expertise. Civil engineering
procedures are clearly defined in their 85-series regulations. This paragraph is
for information only.

8.22.16. Locally Procured Miltiple Conponent |Issues. DD Form 1348-6 and AF Form
2005 for |ocal purchase multiple conponent orders that are intended to becone one
end-item shoul d be processed as a package. This allows Base Supply to identify
the items to Base Contracting for assignnent of one solicitation nunber. In
order to keep the package conplete, and for the customer to be available to
answer questions, it is recommended the package be hand-carried through Base
Supply and Base Contracti ng.

8.22.17. Base Funded Equi pnent Redistribution Program The AFENM5S (C001)

mai ntains visibility of all base funded (budget code 9/Z) equi pment excess neno
due-outs, firmdue-outs, and requisitions to include status. Additionally,
descriptive data is maintained for locally assigned L/P type stock nunbers
reported as excess.

8.22.17.1. The AFENMS (C001) automatically redistributes assets when the stock
nunber for a reported excess fromone base is matched to a neno due-out reported
by anot her base.

8.22.17.2. Visibility of all base excesses is avail able through the AFENV5 (C001)
using the on-line query excess base-funded item (AEBI), and descriptive data is
avai |l abl e using the on-line query LP/LMitemredistribution data (ILPD). Both
are in the data transacti on session

8.22.17.3. To view this data:

8.22.17.3.1. Choose the data transaction session fromthe AFEMS (C001) main nenu
after gaining entry to the equi pment custodi an mai n nmenu.

8.22.17.3.2. Enter AEBI or |ILPD on the selection line to retrieve the
appropriate program

8.22.17.3.3. Excess base-funded item (AEBI). Enter either a stock number or
nonencl ature to retrieve all CONUS bases reporting excesses by the stock nunber
and SRAN.



8.22.17.3.4. LP/LMitemredistribution data (ILPD). You nust enter the stock
nunber and SRAN to retrieve the descriptive data for an excess asset assigned a L
or P stock nunmber. This query provides a description, part nunber, manufacturer
and the name and tel ephone nunber of the point of contact at the base reporting

t he excess.

8.22.17.4. Contact the EM5 if you find an excess asset you want transferred to
your account. Provide the EM5S with the stock nunmber and SRAN of the base
reporting the excess. The AFEMS (C001) automatically redistributes the excess
once the EMS establishes the nmeno due-out. This itemis issued free of charge
once the itemis received by Base Supply.

8.22.18. Weapons Aut horization and Procurenent

8.22.18.1. Al weapons, repeat, all weapons (including machi ne guns, rifles,
handguns, and nortars), require congressional authorization prior to procurenent
in accordance with DOD Instruction (DODI) 7250.10 and Title 10, US Code, Section
138. DODI 7250.10 requires a prior authorization by quantity for weapons, just
as prior authorization is required for aircraft and ships. No Air Force entity
can use appropriated funds to purchase weapons w thout quantitative authorization
by Congress or congressional authorization through formal reprogramm ng (DODI
7250. 10) .

8.22.18.2. Requests for increased allowances of weapons can only be rapidly
satisfied if excess stock is available within the Air Force. Increased

al | owances may require procurenent to satisfy new requisitions. Since
procurenent requires a prior congressional authorization, and such authorization
is part of the annual congressional authorization and appropriation cycle,

requi renents nust be included in the President’s Budget.

8.22.18.3. Inclusion in the President’s Budget: Requirenments nmust be known to
WR-ALC in time to be included in the 31 March DO87N conputati on cycle, which
forns the basis for the Air Force budget subm ssion. Total budget |ead-tine can
range from 25 to 39 nonths dependi ng upon the tinme when the requirenent is
identified. Longer lead-tinmes are required for specialized, non-stock |listed
weapons.

8.22.18.4. New weapons required for specialized nmlitary m ssions nust be
justified in accordance with AFl 10-601 prior to being included in the budget.
Lead-tine for AFl 10-601 processing nust al so be all owed.

8.22.18.5. At the sane tinme the allowance | evel is being sought and AFl 10-601
justification is being processed, funding requirenents should be identified by
the | ead conmand/requiring MAJCOM s Program Cbj ecti ve Menorandum ( POV

subm ssion. This action will insure funding requirenments have been identified.
If funding is not avail able, procurenent may be del ayed another 12 nonths due to
budget constraints.

8.22.18.6. This process is the only neans for buyi ng weapons. Procurenent of
weapons, with appropriated funds, w thout prior congressional authorization, is
not possible within the | aw

8.23. PREPARING AND PROCESSING EQUIPMENT REQUESTS



8.23.1. Requests for EAID Itens (EMC 2, 3, 4, and 5). Custodians nust use one
of the followi ng nethods to request equi pnent actions (I1SU, TIN, etc.) fromthe
EMS.

8.23.1.1. Prepare and submt AF Form 601 or input on-line into the AFEMS (C001)
to request:

8.23.1.1.1. A change to an all owance standard.

8.23.1.1.2. An itemin an allowance standard where the BA requires approval
above wi ng or base |evel.

8.23.1.1.3. An itemthat requires approval under m scell aneous ASC excl udes 987.

8.23.1.2. The custodian will not input the below listed all owance change
requests on-line into the AFEMS (Q001). You must submit an AF Form 601 to EMS

8.23.1.2.1. Explosive Odnance Di sposal Equi pnent. (FSCs 1385 and 1386)
8.23.1.2.2. Special weapons.

8.23.1.2.3. Miltiple itens. Request for two or nore itens on a single allowance
change request.

8.23.1.2.4. Requests which contain classified information
8.23.1.2.5. Conmuni cati on-el ectroni cs equi prment.

8.23.1.3. Prepare and submt AF Form 2005, AF Form 1445, WMateriel and Equi prent
List (G vil Engineer organization only), or letter to request an item when both
of the follow ng conditions exist:

8.23.1.3.1. Itemis in an allowance standard and the BO requires approval at
wi ng or base | evel or bel ow

8.23.1.3.2. The BA, allowance general text, or other directive requires speci al
base-l evel coordination; that is CSRB, Civil Engineer, IM etc.

8.23.1.4. Submt requests by radio, tel ephone, or walk-in for itens in an

al  owance standard where approval authority is at wi ng or base |evel or bel ow,
and special coordination is not required. AF Form 2005, 1445, or letter may be
submtted if the custodian prefers not to use call-in service. E-mail may be used
if the custoner has it available and the custoner’s Base Supply is able to accept
the request in that manner

8.23.2. Request for Non-EAID Itens (EMC 1). Custodians submt requests for non-
EAI D equi pnrent by AF Fornms 2005 and 1445, letter, call-in, or e-mail if the
custodi an’s Base Supply is able to accept the request via e-mail

8.23.3. Additional QGuidance. Attachment E-2 provides gui dance regardi ng the
specific fornms required for subm ssion of equi pment action request. Attachment
E-3 identifies equipnent which nust be requested using AF Form 601



8.23.4. Preparing and Submtting Equi prent Requests on AF Forns 2005 and 1445,

e-mail and letters. |If the equipnent itemneets the criteria in paragraph
8.23.2, custodians nmust submit requests on AF Form 2005 (four copies) or a letter
(one copy). If the itemneets the criteria in paragraph 8.35 and the custodi an
chooses to call the itemin or subnmt via e-mail, the sanme information nust be
provided on the call-in or on the e-nmail. The call-in/e-mail point is EMS unless

MAJCOMs opt to have Demand Processing be the call-in point. Wen Gvil Engineer
organi zati ons use AF Form 1445 and there is no designated bl ock or area for
i nformation required by this paragraph, enter data in the nonencl ature bl ock

8.23.4.1. On issue requests, provide the follow ng information using AF Form
2005, a letter, call-in, walk-in, or e-mail: (See chapter 3, attachment A-3 for
actual bl ocks to be conpleted on AF Form 2005.)

8.23.4.1.1. Block 1--Custodi an name and phone nunber. Custoner signature is not
required.

8.23.4.1.2. Block 2--Delivery destination or blank. If blank, supply
progranmm ng assigns the delivery destination fromthe organi zati on record.

8.23.4.1.3. Block 3--Request NSN

8.23.4.1.4. Block 4--Alowance standard and use code for EAID itens. These
el ements are not required on requests for replacenment issue.

8.23.4.1.5. Block 5--Prine NSN when it has other than the requested NSN. This
applies to EAID itenms only. (Wen using June 1983 version of AF Form 2005, you
may enter this NSN in positions del egated for the part nunber.)

8.23.4.1.6. Block 6--Unit of issue.
8.23.4.1.7. Block 7--Quantity required.

8.23.4.1.8. Block 8--Organization and shop code in positions 31-35. Also, for
EAID itens provide the in-use detail docunent nunber in positions 40-43 when the
detail already exists. Leave date blank for EVM5 to assign

8.23.4.1.9. Block 9--Demand Code (chapter 3, attachment A-5).

8.23.4.1.10. Block 10--FAD. Leave blank (conputer assigns based on USAF PD)
unless the required itemis in direct support of an organization authorized a
hi gher FAD. 1In this case, insert supported organization's FAD (chapter 3,
attachnment A-2).

8.23.4.1.11. Block 11--Project Code. See chapter 3, section A, this manual
Leave bl ank if not applicable.

8.23.4.1.12. Block 12--Delivery Priority. Of-base organizations should | eave
this field blank. The correct priority is programmtically assigned to the

out put issue docunent conputed with FAD and UJC. On-base organi zations nay | eave
this field blank for the conputer to assign the priority to the output issue
based on FAD and UJC.

8.23.4.1.13. Block 13--UWC. Identified by two el enents--UND, and type of

requi renent. See chapter 3, attachment A-6 for the correct UND assignnent, and
chapter 3, attachnent A-8 for the type requirenent (justification). These two
codes make up what is known as the UJC.



8.23.4.1.14. Block 14--NMark For. For Civil Engineer organizations other than
M CAP requests, enter facility nunber in positions 67-71. Leave positions 72-75
bl ank. Enter job order nunber in positions 76-80 or |eave blank. O her

organi zati ons, |eave positions 67-80 blank or enter any desired data.

8.23.4.1.15. Bl ock 15--Nonencl ature.

8.23.4.2. Aso provide the followi ng additional information on issue requests:
8.23.4.2.1. Enter ERRCD in block F. (Obtain this fromthe stock nunber
directory, the AFEMS (C001) on-line query catalog data (I SCD) screen in the data
transaction session (if available), or Demand Processing in Base Supply.
8.23.4.2.2. Enter "FIRM or "MEMD' in block I. This indicates to the EMS

whet her to requisition the itemor not, depending on your funds availability.
"FIRM' neans you have O8%M noney to pay for the item and Base Supply shoul d
requisition the item It is very inportant that this be correct. Consult your
resour ce advisor.

8.23.4.2.3. Civil Engineer organizations enter the CE work order nunber in
positions 45-50. Qherw se | eave bl ank.

8.23.4.2.4. |f a project code applies, enter in positions 57-59.

8.23.4.3. On turn-in requests, provide the follow ng information by AF Form
2005, letter, call-in, walk-in, or e-mail if Base Supply able to accept the
information in this manner. See (chapter 3, attachment A-3) for actual blocks of
AF Form 2005. Always enter TIN in blocks | abeled TRIC

8.23.4.3.1. Block 1--Custodian's nane and tel ephone nunber. Custodi an signature
is not required.

8.23.4.3.2. Block 2--For EMs use.

8.23.4.3.3. Block 3--Request NSN

8.23.4.3.4. Block 4--Sinple statenments to replace or reduce and del ete

aut hori zations as applicable. Also state the condition of the item that is,

servi ceabl e, etc.

8.23.4.3.5. Block 5--Prine NSN when it is other than the requested NSN. This
applies only to EAID itens.

8.23.4.3.6. Block 6--Unit of issue.

8.23.4.3.7. Block 7--Quantity required.

8.23.4.3.8. Block 8--Organi zati on and shop code in positions 31-35. Also, for
EAID itenms, provide in-use detail document number in positions 30-43. Leave data
bl ank for EMS to assign

8.23.4.3.9. Block 9--For EM5 use.

8.23.4.3.10. Block 10--For EMS use.

8.23.4.3.11. Block 11--For EMS use.



8.23.4.3.12. Block 12--For EMS use.

8.23.4.3.13. Block 13--Mark for. For Civil Engi neer organizations, other than
M CAP requests, enter the facility nunber in positions 67-71. Leave positions
72-75 blank. Enter job order number in positions 76-80 or |eave blank. O her
organi zati ons | eave positions 67-80 blank or enter any desired data.

8.23.4.3.14. Bl ock 14--Nonencl ature.
8.23.4.4. Aso provide the follow ng additional information on turn-in requests:

8.23.4.4.1. Enter (ERRCD in block F. Qotain this fromthe stock numnber
directory, the AFEMS (C001) on-line query catalog data (I SCD) screen in the data
transaction session (if AFEMS access is available), or Demand Processing.

8.23.4.4.2. Enter date available for pickup in block I

8.23.4.4.3. Civil Engineer organizations enter the CE work order nunber in
positions 45-50. Qherw se, |eave bl ank.

8.23.5. Managi ng Non-EAID (EMC 1) Requests. Custodi ans should keep a suspense

copy of AF Forns 2005 and 1445 until the itemis received or canceled. At that

time, the DD Form 1348-1A or other notification fromthe EMS should be attached

to the suspense copy. Docunentation is maintained according to AFM 4-20, vol une
2, 67 table series (to be replaced by AFMAN 37-139.

8.23.6. Instructions for Conpleting AF Form 601/ TACR Transaction in AFENS
(C001).

NOTE: Access nust be avail able to use TACR screen

8.23.6.1. If the equipnment itemneets the criteria in paragraph 8.23.1 above,

t he custodi an nust subnmit an AF Form 601 or conputer-generated facsimle prepared
in the nunmber of copies required by the local EMS. Input into the AFEVS (C001)
using the TACR on-line transaction, keep one copy in suspense and send ot her
copies to the EMS after obtaining the necessary base-level coordination's, if
required for specific coommodities. Requests that are di sapproved by the

organi zati on conmander are not sent to the EMS. A suspense copy not required nor
is it necessary to forward a copy of the request to EM5, if the request is input
on-line into the AFEMS (C001) using the TACR screen. Include the AFEMS request
nunber on the AF Form 126, Remarks block. Maintain a record of required on-base
coor di nati on.

8.23.6.2. As a rule, use one AF Form 601 for each line item however, one AF
Form 601 may be used as a cover sheet for listings or other source documents when
the sane type authorization change action is required for nultiple itenms. Before
sendi ng a request, carefully screen the CA/CRL to make sure that the itemor a
good substitute is not on hand. Do not input these type requests on-line into

t he AFEMS (C001) using the TACR screen

8.23.6.3. \When preparing AF Form 601, follow the instructions on the reverse
side of the form Use of the AF Form 60l1la or 601b is no | onger authorized.
Refer to the AFEMS User Manual for detailed instructions on how to input

al | owance change requests on-line into the AFENVS (C001).

NOTE: The AFEMS User Manual is on-line in AFEMS (CO01).



SECTION F FILE MAINTENANCE
8.24_. OVERVIEW

This section describes howto maintain the custodian file and list the
forns and managenent products that are required to be maintained in the file. In
addition, this section describes stock nunber rel ationships regarding the issue
of an equi prment itemas a suitable substitute.

8.25. CUSTODIAN FILE

The custodian maintains this file on each account for which he or she is
responsi ble. This does not apply to Conmuni cati ons- Conputer Systens Project
Mat eri el Equi prent custodi ans. See part 2, chapter 35. The file is made up of
the following mandatory itens and may be maintained in the suggested sequence
i sted bel ow
8.25.1. Tab A--Current Action
8.25.1.1. A CA/CRL.

8.25.1.2. EMS Sem annual weapons inventory listings which enconpasses the | ast
sem annual inventory acconplished plus the previous three (total of 2 years).

8.25.1.3. Sem annual COVBEC serial nunber verification listing if Custodian
Aut hori zation/ Custody Receipt Listing (R14) is not used to performthe

sem annual COVBEC serial nunber verification.

8.25.2. Tab B--Information File:

8.25.2.1. A file of office machines, office break area appliances, and other
items having a ready val ue; such as caneras, televisions, records, electronic
calculators, etc. The file nmust include, as a mninmum the manufacturer’s nang,
nodel , and serial nunber, if applicable. This may be a card file or a listing.
If a card file is used, enter a nenorandumgiving the location of the file.
8.25.2.2. AF Form 1297, Tenporary |Issue Receipt.

8.25.2.3. AF Form 9, Request for Purchase (contract mai ntenance fornmns).
8.25.2.4. VWarranty and guaranty docunents.

8.25.3. Tab C -Suspense and Conpleted File:

8.25.3.1. Suspense File.

8.25.3.2. Completed File.

8.25.4. Tab D--Adjustnent Documents. Docunents on inventory action; that is,
statenment of charges, cash collection vouchers, reports of survey, etc.



8.25.5. Tab E--Register of Control Nunbers:
8.25.5.1. AF Form 126, Custodi an Request Log.

8.25.5.2. Daily Docunent Register (D04) or a nmenorandum showi ng the |ocation if
not mai ntained by the custodian. Daily Docunent Register (D) will be closely
moni tored for transactions affecting the equi pnent account as Base Supply does

not return paper work to customers after processing submtted custoner requests.

8.25.6. Tab F--Regulations and Certificates:

8.25.6.1. A copy of this manual and all applicable supplenments. Wen a
custodian is responsible for nore than one equi pnent account, only one set of
directives is required. (May be maintai ned separately as an item excluded from
fol der.)

8.25.6.2. Current custodian designation letter

8.25.6.3. AF Form 2426, Training Request and Conpletion notification, or other
certification of training, for the primary and alternate custodi an

8.26. AF FORM 126, CUSTODIAN REQUEST LOG (CONTROL REGISTER)

Each custodi an nust keep a list of all requests submtted. This register
AF Form 126 (see attachment F-2) is set up to start with nunber 0001 on the first
day of each cal endar year. Those requests that have not been conpleted at the
start of a new cal endar year nust be entered on the new AF Form 126 before
| oggi ng current year requests. After the data is transferred, the AF Form 126
for the previous year is destroyed. (See attachnment F-2 for instructions on how
to fill out AF Form 126.) Custodi ans nust enter the custodi an request nunmber on
the AF Form 601 and i nput on-line into the AFEMS (C001). This is not required
for equi pnent requests submitted by other neans (that is, AF Form 2005, letter
etc.). MAICOMs may opt to not use the AF Form 126.

8.27. DAILY DOCUMENT REGISTER

The organi zation is given a copy of the daily docunent register for al
transactions that affect supply and equi pment accounts. Information affecting
t he equi pnent account nust be posted to the CA/CRL. The custodian file should
have a nenorandum t hat shows the |ocation of the daily docunent register, if not
mai nt ai ned by the custodi an



8.28. CA/CRL

This is a computer produced |list that shows all authorizations, assets, and

due-outs for each custodi an by organi zati on code and shop code. |If a custodian
has nmore than one organizational code assigned, a separate CA/CRL is printed for
each code. |Itenms on this list are in authorized, preferred stock number

sequence, with all substitutes listed i mediately after the preferred nunber.
These substitute itenms nust al ways have the same in-use detail document nunber as
the authorized preferred stock nunmber. The custodi an should check the CACRL to
make sure that all substitutions are valid. |If an itemis not a good substitute,
the custodian notifies the EM5 in witing and then turns in the itemor has EMS
code it as an unsatisfactory substitute (U). This enables the EM5 to order the
aut hori zed stock nunber. When the authorized stock nunber is received, the
unsatisfactory substitute nust be turned in. The phrase "out-of-bal ance” is
printed after each group of records that has an inbal anced condition. The

cust odi an shoul d take pronpt action to correct these conditions. The follow ng
are mnimumrequirenments to maintain the custodian fol der

8.28.1. Support Docunentation. Miintain all support docunentation (AF Forns
601, DD Fornms 1348-1, and Daily Docunent Register (D04) for the current CA/ CRL.

8.28.2. Posting Changes. As changes occur, enter the action, the equi pnent
request control nunber, and the transaction serial nunber on the CACRL if
required. Draw a single nonobliterating line through the old data and enter the
new dat a

8.28.3. Entering New Authorizations. As a general rule, enter new

aut hori zations at the bottomof the CACRL. However, where adequate space

exi sts, new entries may be made between the lines and in the sanme sequence as the
CANCRL. Al entries will include docunent nunber, NSN, nonencl ature, ASC,
quantity authorized, and quantity in-use or due-out.

8.28.4. Reference. See AFM 4-20, volume 2, 67 table series (to be replaced by
AFMAN 37-139).

8.29. SERIALIZED WEAPONS INVENTORY

8.29.1. |Itens Requiring Sem annual Inventory. Equipnment custodians will conduct
a sem annual inventory of all weapons they are accountable for on their Custodian
Aut hori zati on/ Cust ody Recei pt Listing.

NOTE: Weapons stored in unmanned M nuteman | aunch facilities nay be inventoried
on an annual basis.

8.29.2. Conducting Sem annual Wapon Inventories. Use the foll owi ng procedures
for conducting sem annual weapon inventories:

8.29.2.1. Acquiring the inventory listing. Cbtain a local programwhich lists
all the In-Use Serialized Control (250) Records with a serialized report code
equal to “A” for your organization and shop code fromthe Base Supply Custoner
Service. Place your request for the inventory listing in sufficient tinme before
you need it to allow for processing by Base Supply.

8.29.2.2. Wapons Not in Sealed Containers. Physically inventory and verify the
serial nunber of all weapons not stored in seal ed containers.



8.29.2.3. Weapons in Seal ed Containers. Wen weapons are stored in seal ed
contai ners, open the containers of 3 percent of these weapons, inventory them
and verify the serial nunbers. Annotate a two position entry on the inventory
listing as close as possible to the inventoried serial nunber. The first
position of the two position entry will be the year of inventory, i.e., 6 for
1986. The second position will contain an “A” if this is the first inventory of
the year or a “B” if this is the second inventory of the year. The 3 percent
weapons serial nunber verification applies to weapons stored in Air Force-
approved weapons storage containers. Do not select the sanme serial nunber for 3
percent | ot during consecutive inventories. |If you find discrepancies in the 3
percent | ot, open all sealed containers to verify serial nunbers.

CAUTION: Open barrier bags with extrene caution by cutting as close to the
exi sting seal as possible; cutting close will allow an adequate area for
resealing. Proper handling of reusabl e packagi ng and packing materiel is

i mport ant.

8.29.3. Inventory discrepancies. |If you detect inventory discrepancies,

i medi ately contact your squadron conmander. Your squadron conmander wil |l
determine if the discrepancy should be reported to the OSI Detachment and the
Chi ef of Security Police. Your squadron commander shoul d make hi s/ her decision
to report after the follow ng takes place: You, the equi pnent custodian, and
Base Supply’s Custoner Service conpletes research of base supply’ s transaction
histories and related fil eabl e docunents to determ ne any probable transaction
causes for the inventory discrepancy or discrepancies. |If the research reveals a
supply transaction error, request base supply correct the situation and foll ow up
until corrected. If the discrepancy cannot be linked to supply transactions
processing, then notify your squadron commander so the di screpancy or

di screpanci es can be reported and Report of Survey (reference AFM 23-220) action
initiated by your organization

8.29.4. Signhature. After the inventory of the weapons for your function is
conpl ete, you, the equipnment custodian, will sign and date the inventory listing.
The listing will be filed in your equipnment custodian folder for two years.

8.29.5. Assistance to base supply. Provide information on small arns serial
nunbers in your possession when requested to do so by base supply
representatives.

8.30. SUSPENSE FILE

Pl ace a copy of all AF Fornms 601 and 2005 and letter for itens which
requi red special base-level coordination in the suspense file. Mintain this
file in custodian request nunmber sequence. Take the follow ng actions after the
transacti on appears on the Daily Docunent Register (D04):

8.30.1. Approved Authorization Increase. Wite in the change data on the
CA/CRL. After all actions are conplete, note these actions on the custodian
request | og and place all supporting docunents in the conpleted file.

8.30.2. Disapproved Request. Renove the suspense copy, fill out the custodian
request | og, and place the suspense copy in the conpleted file.



8.30.3. Conpleted Action. Action on requests are considered conplete after the
itemis actually received or is picked up by the Pickup and Delivery Section and
when the transaction appears on the D04. The custodi an then places the request

in the conpleted file until a new CAACRL is received. |If the itemis reflected
on the CACRL or the D04 as a due-out, the request and supporting docunents are
retained in the suspense file until the itemis actually received. If the item

is no longer required and is | ater canceled, the cancellation conpletes the
action. Pickup and Delivery personnel must sign AF Form 2005 or DD Dorm 1348-1
that requests turn-in to Base Supply (not transfer to another organization) and
give a copy to the custodian. The signed docunent nust be maintained in the
suspense file until the transaction appears on the D0O4. On conpleted action
note the data on the CACRL and place the formin the conpleted file.

8.31. COMPLETED FILE

The conpleted file is kept in custodi an request nunber sequence. Wen a
new CA/CRL is received, requests (for which conpleted actions are shown on the
CA/ CRL) are renoved fromthe completed file. This file consists of those itens
listed in paragraph 8.30 which are considered conpl ete accordi ng to paragraph
8. 30. 3.

8.32. STOCK NUMBER RELATIONSHIPS

8.32.1. Reporting Unsatisfactory Substitute. |If an equipnment itemis issued as
a suitable substitute for the authorized itemand the issue itemis not

sati sfactory, notify the EMS. Be prepared to specify the intended use,
limtations, technical order data, physical or functional characteristics, and
any other information which indicates the substitute itemis not equal in
appl yi ng performance and durability to the authorized item

8.32.2. Reporting Questionable Substitute. |[If an equipnent itemis not
designated as a suitable substitute, but you believe it should be, contact the
EMS. Be prepared to specify the intended use, linmtation, technical order data,
physi cal or functional characteristics, and any other information which indicates
the itemis equal in applying performance and durability to the authorized item
The AFEMS (C001) sends an E-Mail notice to the equi pment custodi an requesting
he/she confirmthe validity of an in-use substitute against the preferred item

NOTE: If custodi an does not have AFEMS ((C001) access, then the host EMS receives
the noti ce.

8.32.2.1. The E-Mail notice is retrieved by the custodian after |ogging on the
AFEMS (C001) and choosing the E-Mail option. This E-Mail notice identifies the
data needed to retrieve and validate all questionable substitutes applicable to
your account.

8.32.2.2. After returning to the AFEMS mai n menu, choose the data transaction
session. After gaining entry to the equi pment custodi an mai n nmenu:

8.32.2.2.1. Enter TVQS on the select line to retrieve the validated questionable
substitute program screen

8.32.2.2.2. You nust enter your organization identification along with either
the all owance I D or stock nunmber and your organization code, shop code, or in-use
detail document nunber. |If you enter the shop code, you must enter the

organi zation code, and if you enter the in-use detail docunment nunber, you mnust
enter your organization and shop code. This retrieves all questionable
substitutes applicable to your account.



8.32.2.2.3. Confirmthe validity of the substitute against the preferred item
and record the results by updating the substitute action code.

8.32.2.2.4. Contact your EMS if you determine the substitute is unsuitable.
Request EMS to:

8.32.2.2.4.1. Change the itemcode to a U and order a replacenent. You may
retain the unsuitable itemuntil the replacenent is received if the item has
limted capabilities; otherw se, request turn-in action

8.32.2.2.4.2. Realign the itemunder the correct preferred stock nunmber, if the
unsui tabl e substitute is needed to satisfy a valid requirenment, and the change
requested is allowed in the allowance standard; otherw se, either submt an AF
Form 601 to EMS, or input an TACR on-line into the AFEMS (CO01) to request an

al | owance change.

8.32.3. On-line File Mintenance (Base Transportation Only). The base
transportation representative (includes the REMS nmanager) responsible for the
managenent of the base vehicle fleet maintains the follow ng action on-line in
the AFEMS (C001). Enter the equi pment custodi an user group nmenus after choosing
the data transaction option fromthe AFEM5 (CO01) main nenu.

8.32.3.1. Vehicle chassis serial nunber (AVCH) screen. Enter AVCH on the sel ect
line to record the chassis serial nunber when receiving a vehicle from new
procurenent or to correct data errors.

8.32.3.2. Vehicle depot repair (RVDR) screen. Enter RVDR on the select line to
recommend depot repair requirenents.

8.32.3.3. Maintain repair requirenents (RVRR) screen. Enter RVRR on the sel ect
line to review and forecast depot repair requirenments which are used to establish
repair and remanufacture schedul es.



SECTION G INDIVIDUAL CLOTHING AND EQUIPMENT OR TECHNICIAN TOOLKITS
8.33. OVERVIEW

This section addresses the issue of individual clothing and equi prent and
the all owance that authorizes the issue of these type itenms. It also describes
the organization’s role in this process. The issue of technician toolkits and
the different types of toolkits are al so addressed.

8.34. INDIVIDUAL CLOTHING AND EQUIPMENT

8.34.1. Alowance Standard 016. The IEE is |located in the Retail Sales.

Al'l owance standard 016 is the main all owance source; but other sources, such as
ASC 041 and ASC 048, may be used. The basis of issue for itens listed in

al | owance standard 016 is usually for specific Air Force specialty code or job
needs. In nost cases, the basis of issue is variable. It depends on |oca
factors such as geographical |ocation and types of job specialties or systens
supported. The organi zati onal commander or staff agency chief determ nes the
need for the itenms listed in allowance standard 016. These itens are usually

i ssued on an individual basis on AF Form 538 or AF Form 1297. Sone i ndivi dua
clothing and equiprment listed in allowance standard 016 nay be issued to an
organi zation on a pool basis. For exanple, several sets of wet weather clothes
could be issued to Transient M ntenance, or fireproof clothes could be issued to
the Fire Department. Check with the IEE to find out what itens may be issued by
this method. If the pool method is used and EAID accounting is required, the
custodi an must request these itenms fromthe EMS as a nornmal EAID transaction

8.34.2. CGuvilian Cothing Requirements. It is Departnent of the Air Force
policy that civilians accepting enpl oynment provide the normal work and seasona
clothing required for the climatic conditions in the geographical area in which
enpl oyed. This policy also applies to the position for which enpl oyed. Seasona
clothing referred to here includes those itens such as parkas, cold weather
footwear, etc., and other articles of seasonal clothing whether listed or not
listed in appropriate all owance standards. These itens are considered as normal
clothing requirenments for persons residing within the area, regardl ess of

enpl oyment assignnent. Special purpose clothing reflected in all owance standard
016, not normally considered a part of the regular attire for a specific

geogr aphi cal area, may be provided to civilian enpl oyees under the foll ow ng
condi tions:

8.34.2.1. \VWhen specified in the enployment or contract agreenent between the
speci fied individual and the Air Force.

8.34.2.2. \When protective clothing is required because of abnornal exposure to
corrosive or toxic agents such as acids, oxidizers, skin contam nants, biol ogica
contam nants, etc. The requirenments should be specified in the safety and heal th
gui dance of the AFOSH standards; technical orders; or Air Force, comnmand, or

| ocal regulations. |If the requirenment is not specific or does not exist for

speci fied operations, the local Safety or Bioenvironnmental Engineering Ofice
(whi chever is appropriate) will determ ne and validate the need for protective

cl ot hi ng and equi prent .

8.34.2.3. \When special protective clothing is essential for safety or health
pur poses when perform ng operations which are inherently hazardous such as safety
hats, safety shoes, electricians’ rubber gloves, etc.



8.34.2.4. \here other than normal attire for the geographical area is required;
that is, proper attire for cold storage workers in tenperate or topical zones,
col d weat her gear for personnel enployed in the climtic hangar at Eglin AFB FL,
or personnel directed on TDY (tenporary duty) to climatic zone VII.

8.34.2.5. VWhen required for maintaining sanitary conditions; that is, dining
hal | personnel, hospital enployees, etc. The requirenment nmust be validated by
t he Hygi ene Engi neer and approved by | EE

8.34.2.6. \When assigned types of duty which clearly contributes to abnormal wear
and tear or damage to normal work clothing. This is determ ned by the
organi zati on conmander and approved by the | EE

8.34.2.7. \VWhen required for wear in conbat zones (see part 1, chapter 5).
8.35. TECHNICIAN TOOLKITS

The organi zation should use conposite toolkits (CTK) as nuch as possible in
pl ace of individual technician toolkits. The comuander, maintenance officer, or
supervi sor concerned is responsible for determ ning tool kit needs. The using
organi zation owns the tools or CTK until they are no | onger needed. Handtools
for technicians, boxes, or CIRs are available fromRetail Sales. Al over-the-
counter issues for expendable and EMC 1 handtools will be by individual Iine
itens.

8.35.1. Records Mintenance. The commander, naintenance officer, or supervisor
concerned is responsible for establishing and mai ntai ni ng accurate inventory
records of tools issued to enployees. Periodic and randominventories will be
conpleted to ensure proper accountability and discipline.

8.35.2. Stock Levels. Maintenance officers and supervisors should maintain only
t he m ni mum necessary repl acenent tools in unit or shop tool cribs. Required
speci al -use tools and power tools should be maintained for multiple worker use
and to sinplify time limts for issue of such tools. Tool room supervisors are
responsi ble for the devel opnent of stockage |evels and reorder points for
stocki ng and requisitioning power tools.

NOTE: Only personnel authorized by the unit comrander are pernmitted to shop in
Retail Sales. Al itenms issued by the Retail Sales will be turned in through the
Retail Sal es.

8.35.3. Expendabl e Tools. Sone expendabl e handtool s may be placed on

mai nt enance bench stock. These are limted to tools that are worn out on the
job, such as blades, drill bits, files, and file cleaners. Bench stock issue
procedures (see part 2, chapter 25) are used for the few sel ected expendabl e
tool s that nmeet bench stock criteria.

8.35.4. Condemmed Expendabl e Tools. Each using organi zation nmust establish a
separate DRMO hol d area for condemmed expendabl e tools. These tools are
transferred to DRMO as scrap by the organi zati on

8.35.5. EAID Accounting. Nonexpendable tools subject to EAID accounting are
processed and i ssued as a normal EAID transaction through the ENMS



SECTION H CONTRACTUAL REPAIR
8.36. OVERVIEW

This section provides the procedures and criteria for repairing equi pnment
itens on contract.

8.37. CRITERIA FOR CONTRACTUAL REPAIR

As a rule, contracts to repair itens such as office nmachines, furniture,
and nonaeronautical conmmercial equi pment are supported directly through the Base
Contracting O fice. Before requesting turn-in, the custodian will process the
itemthrough the Maintenance activity. An authorized inspector in the
Mai nt enance activity will determ ne the economc repair cost and tag the item
If a Maintenance activity does not exist, custodians will use TGs 00-20-3 and 00-
25-211 to deternmi ne the econom c repair cost.

NOTE: For special instructions on office furniture.
8.38. MOVEMENT TO REPAIR

Equi prent itens requiring repair (except individual clothing and precision
measur enent equi prent, small arns, and equi pnent under annual contract) are
retai ned by the custodian until contacted by the contractor for on-site repair or
transport to contractor’s facility. Equipnent itens which cannot be repaired
locally are processed through the EMS for repair and return. The custodi an tags
the itemw th an AFTO Form 350, which is clearly marked "Calibration/Repair and
Return.” The custodi an contacts the EMS to request preparation of requiring
i nputs. Under no circunstances will the custodian directly ship or transfer
equi prent to an of f-base activity for repair.

NOTE: Do not input TACR on-line into the AFEMS (C001) for AF Form 601 action
identified in this section.



SECTION I EXCHANGE AND WARRANTY PROGRAMS
8.39. OVERVIEW

This section explains the Exchange Warranty Progranms and lists the itens
that are excluded fromthe program

8.40. EXCHANGE OF AIR FORCE PROPERTY WITH COMMERCIAL SOURCES

Many conmmerci al vendors allow a trade-in credit on an old item when buying
a replacenent item Air Force activities are encouraged to take advant ages of
these provisions. GCenerally, this is the case anytinme the trade-in allowance is
greater than the anticipated sal es proceeds of the DRMO

8.40.1. Trade-in Conditions and Restrictions. Sone conditions and restriction
do apply:

8.40.1.1. The item bei ng exchanged nust be sinmlar to the item being acquired.

8.40.1.2. The item bei ng exchanged must be required for an approved
aut hori zati on.

8.40.1.3. If required, the item bei ng exchanged nust be rendered safe or
har nl ess.

8.40.1.4. The item bei ng exchanged nmust not be in one of the excluded categories
listed in paragraph 8.40.2 bel ow, unless a wavier is obtained.

8.40.1.5. The item bei ng exchanged nust be turned in and identified as exchange
or trade-in property under the exchange provisions of the Federal Property and
Admi ni strative Services Act of 1949 (40 U S.C 481).

8.40.1.6. The item being procured nust replace and perform substantially the
same functions as the item bei ng exchanged.

8.40.2. Exchange Program Exclusions. The categories of property which are
excluded fromthe exchange program wi thout prior approval of HQ USAF are shown in
attachnent 1-1.

NOTE: Property may be wi thdrawn from DRMO i n support of valid requirenents,
provided the foregoing criteria are net.

8.41. WARRANTY OR GUARANTY ITEMS

8.41.1. Optional Form 274, Equi prent Warranty ldentification. Using

organi zati ons and custodial activities that receive warranty or guaranty materi el
(either through direct delivery froma |ocal vendor, contractor sources, or Base
Supply) w thout Optional Form 274, Equiprment Warranty ldentification, nust check
with the Base Supply Inspection Section. In this case, the user follows the

gui dance of part 2, chapter 10, for affixing the Optional Form 274 and routing
copies of the warranty or guaranty. Inspection takes all other action, as
required.

NOTE: If the materiel is received froma GSA source and warranty expiration date
is already indicated, the preparation and affixing the Optional Form 274 is not
requi red. The Equi pnent Custodi an mai ntains warranty or guarantee expiration on
owned equi prment. If repair is required, the custodian should contact Base
Contracting for guidance.



SECTION J FIXED CE EQUIPMENT
8.42. OVERVIEW

This section addresses requirenents for CE equi pnent and lists the
directive which describes the process for identifying and describing CE equi pnent
requi renents. This section also explains how CE equi pnent is requisitioned and
accounted for. Finally, it lists the directives that govern the policies and
procedures for handling CE project materiel

8.43. REQUIREMENTS

AFR 700- 3 descri bes the process for identifying and describing CE
requi renents. An AF Form 601 is not used to identify such requirenments but is
used to account for the equipnment in the AFEM5. This is contrary to normal
equi prent processing. CE equipnment is handled differently because it must be
engi neered in detail and support requirenents established--such as work by G vil
Engi neering, logistics support (AGE, spare parts), and manpower needs--before the
equi prent is put in place and accountability is assumed by the custodi ans.

8.44_. REQUISITIONING

Ceneral ly, fixed CE equi pnent is not requisitioned at base-level. Instead,
it is "pushed" to the base as the result of a comunications-conmputer systens (C
CS) installation project. AF Form 601 actions are not initiated until the
equi pment is installed. An AF Form 601 nust be submitted to establish an
equi prent aut horization and generate a requisition only when 1) the local CSRB is
t he approval level authority, 2) the |ocal CSRD can provide the technica
solution, and 3) local nonies (i.e., budget code 9 and Z) will be used.

8.45. CE EQUIPMENT ACCOUNTABILITY

Only the highest assenbly of a CE end-itemis accounted for in AFEMS. As
exanple, a GPN-22 installed as a fixed facility may be conprised of individua
radar scopes or radios that are ERRCD coded S or U, however, only the highest
stock nunbered assenbly is accounted for. The GPN-22 is reported under AFEMS and
signed for by the user custodian. Wen the user formally accepts installed CE
equi prent, the RPO transfers accountability to the using activity equi prent
custodi an. This is done using AF Forns 601 and 126-1, Information Systens
Accept ance, and Conmi ssi oning and Renoval Certificate. The base C CS program
manager mnust coordi nate on the AF Form 601.

8.45.1. Min System Change-Qut. Wen a major system change-out is programed
and EAID accountabl e CE equipnment is included in the change-out, the equi prent
cust odi an processes an AF Form 601 to delete the equi pnent fromthe account. The
AF Form 601 is sent through the Base Conmuni cati ons- Conputer Systens (C-CS)
Program Manager for coordination as outlined in AFR 700-3. Additionally, the
equi prent custodian, in conjunction with the Base Communi cations Unit Plans and
Progranms Function, and Base Supply, will furnish a copy of the Program Action
Directive governing the major system change-out to the AFMC SPMIM5. This needs
to be done at |east 90 days before the schedul ed change-out so advanced equi pnment
di sposition instructions can be generated.

8.45.2. CE Reclamation. The SPM I M determ nes and acconpli shes CE recl amati on
actions with the other services, if appropriate, and provi des advanced
di sposition instructions to the host COS before the major system change- out



8.46. ASSOCIATED REGULATIONS

Part 2, chapter 35, covers Air Force policies and procedures for handling
CE project materiel. It describes the process fromrequisitioning action by the
CSG Tinker AFB OK, up to installation at the requiring site. Procedures for
handl i ng CE equi prment that is already installed at a facility or site are
described in part 2, chapter 22, section J.



SECTION K DEPLOYABLE AND NONDEPLOYABLE COMMUNICATION SECURITY
8.47. OVERVIEW

This section addresses the types of COVSEC equi pnent, the applicable
al  owance standards, and identifying COVSEC requirenents.

8.48. TYPES OF COMSEC

There are three different categories of COVBEC equi prent: airborne COVSBEC
depl oyabl e COVMSEC, and fi xed COVSEC.

8.49. AS

Depl oyabl e and ai rborne COVSEC equi pnent appear in allowance standards
applicable to each MAJCOM for the end-itemthe COVSEC equi pnent supports. Fixed
COVBEC equi pnent is listed in AS 658.

8.50. REQUIREMENTS IDENTIFICATION

COVBEC requirenents are identified by procedures established in AFR 700- 3,
chapter 6.

8.51. COORDINATION REQUEST

Each request for COVSEC equi prent requires the coordination of the Base
COVBEC Custodi an, to ensure appropriate keying material and mai nt enance docunents
are ordered to support the equipnent.

8.52. ORDERING

COVSEC materiel will not be pushed to any account/custonmer. A valid
requisition is required fromthe supporting base supply citing a valid AS.

8.53. SERIAL NUMBER CONTROL

Al items with MMAC, CA, CO CK, CL, CR, and CY on the end of the NSN are
tracked by serial nunmber. Base Supply maintains serial nunmber records (249 for
itemrecord and unserviceable details and 250 for all associated with a supply
detail of sone type)for all active itens on the base. Custodians need to verify
all the serial nunbers held under their control sem annually (March and
Septenber). otain a |local programwhich lists all the In-Use Serialized Control
(250) Records with a serialized report code equal to “C for your organization
and shop code fromthe Base Supply Custonmer Service. Place your request for the
listing in sufficient time before you need it to allow for processing by Base
Supply. Custodian Authorization/ Custody Receipt Listing (Rl4) may be used in
lieu of this program



ATTACHMENT A-1 EQUIPMENT MANAGEMENT CODES

EMC DESCRIPTION

1 No i n-use details and no reporting are required. These
items will not normally be on your CACRL. EMC 1
equi prent that does require EAID accounting includes the
followi ng itens:

- Mobility itenms (use code A). The major conmands have
the option to waive this requirenent for NF1l itens stored
in mobility bags.

- WRM (use code D).

- WRM joint use (use code Q).

Weapons (control itemcode N).

EMC 1 itenms substitute to a preferred itemthat is not
EMC 1.

2 Item coded EMC 1 in supply catal ogi ng systens, but the
MAJCOM has directed or approved that in-use details be
established. These itenms will be on your CA/ CRL.

3 In-use details and reporting are required. These itens
will be on your CA CRL.

4 In-use details and reporting are required. These itens
will be on your CA/ CRL

5 In-use details and reporting are required. These itens
are serial nunber controlled by the Air Force. These
items will be on your CA/CRL.

NOTE: When an EMC changes from?2, 3, or 4 to EMC 1, the EM5S will process inputs
to delete in-use details for that stock nunber. These changes will appear on the
D04, Daily Docunent Register, as TRRC FEC. No action is required by the

custodi an. These itens will no |onger appear on the CA/CRL. Wen an EMC
changes from1 to EMC 2, 3, or 4, the EM5S will notify custodi ans through the
Chief of Supply newsletter, daily bulletin, or other Iocal nmedia. The custodian
will contact EMS to have the item picked up on the CACRL. This change will
appear on the D04 as TRI C FED.



ATTACHMENT B-1 AFEMS CO01 ACCESS REQUEST FORM

Figure B1.1. AFEMS COOl1 Access Request Form/Front Side



SECTION | AFEMS C001 ACCESS REQUEST

(®)  system access requested: {check only one bax} Classlified O Unclassified O
@ User request type @ Contract and explration dats
[0 add  [Joeete [ change AFEMS Program, F33600-90-C-0138, 30 Sep 2001
Enter ID for delete or changa:
(®)  Last name - first name - middle inftial (&) Grada { rank (®) ssN

@. Pasition title

@ MAJCOM, organization and station address @ Clearance level

Bldg / Past f Room number @ Telephone / DSN Number

(® SECTION Il
(a) by el - {d) i)
Check as | Frimay (oo oo ACR Data Discriminator Information
appropriate i required) User Profila T

Alr Slaff Policy [USAF)

MAJCOM [MAJCOM)

AFEMS Policy ! System (Policy]
Allowance Manager {AM)

Assessment & Commaodity Mgmt (ACM)

55 1D{s}

System Supporl [55) ;

item Support (1S} S I
Initial Acquisition ORG SPO (SPD)

Equipment Management Section {EMS) SRAN(s)
Equipment Cusledian (EC) B CRG IDis)

(3  Check the following boxes as appropriate

Responsible for comecting errors In the following Data System Designators (DSDs)

O sood (oL} O pooza (sRAN) O Kooz (MAJCOM) 0 o204 {MaICOM}
I additlonal data discriminalors are reguired, enter below:
GLKs):
SRAMN(s):
MAJCOM{s):

O Responsible for review of CO01/PD comparison reports. I addiiional data discriminators are requined, anter below:
MAJCOM(x):

®

O wonitor for ALG Equipment ltem Requirements. Clrcleoneof: ©F 00 SA SM WR

| acknowledge my respansibliity to: () Connectivity path If known (terminal type, ID, stc.)

1. Prolect my password ot & level commensuraie with the highest lavel of the
Informaticn on the system

2. Hot reveal my password 1o anyone

3. Not dlsplay my password

4. Hot glve my password to another [ndlvidust

§. Nothy the C550 andlor my manager of any polential system compromise

@ User printed name Signature Date

@|®

Notlce: The Privacy Act §U.C.652m, requires that federal agenciea Inform indlviduals, at the Ume Information |s saliclted from them, whether the
disclosure ls mandatory or voluntary, by what authority such informatlon Is saliched, and what uses will be mada of the Information. You are hereby
advised that authorlty Tor sollciting your Social Security Account Number {S5N) la Executive Order 5337, Your S5H will be uied to Idmmym
tuclse[y when it Is necessary lo determine your need and tn?lbultﬁu accesa 1o Government ciassifled information. Although disclosure of your

not mandatory, your fallure to do so may rasult In the denlal of your being granted access to classified Information assoclated with your request.

LOCAL REPRODUCTION 15 AUTHORIZED UNTIL AIR FORCE FORM IS PUBLISHED
All Previous Verslons Obsolete {Revision €, 21 Jun 84)






Figure B1.2. AFEMS CO01 Access Request Form/Back Side



SECTION Il
Special access requirements

SECTION IV

Remarks and [ or disapproval statement

SECTION V
Supervisor name and signature / office symbol Date D5N
Organization Commander / title / cffice symbaol f signatura Data DSH
Host Chief of Supply f designated representative f signature Date DSN
MAJCOM Security Officer name and signatura Date DSN
AFEMS PMWO Security Officer name and slgnature Date DSN
SECTION VI (for Internal use only)
@ Login code f User ID @ Student ID @ Date access granted @ DSD system name
@ CS50 name and signature @ Date (_;) DSN

Password administrator name and slgnature @ Date DSN







ATTACHMENT B-1A INSTRUCTION FOR FILLING OUT AFEMS CO01 ACCESS REQUEST
AB-1A. PURPOSE
To provide the user with step-by-step instructions for conpleting the AFEMS

C001 Access Request. AFEM5S C001 Access Request formis usually obtained fromthe
user's inmmedi ate supervisor or through the user’s security representative.

SECTION 1

BLOCK NUMBER ACTION/ INFORMATION

1 O assified/ Uncl assified. Check appropriate bl ock account
on either the classified or unclassified AFEMS processor
If user requires access to both, two separate access
requests are required. (NOTE: Base LAN users are
restricted to uncl assified access only.)

2 User Request Type. Check the appropriate box as to
whet her this is an add (new account), delete, or a change
to an existing account.

3 Contract Number. AFEMS Program F3360-90- C0136,

30 Sep 2001. No user input required.

4 Name. Enter your nane.

5 G ade/ Rank. Enter your grade/rank.

6 SSN. SSNis required for all access requests to the
classified AFEM5. SSN is optional for access requests
to the unclassified AFEMS

7 Position Title. Self explanatory.

8 MAJCOM O gani zation Synbol, and Station
Address. Ensure that the three-character System Comrand
Code for the assigned MAJCOM is included. See
attachment B-2 for a current |listing of MAJCOM codes.
This attachnent is in MAJCOMtitle sequence. (NOTE:
These are the codes in the AFEMS Dat abase Tabl es.)

9 Security O earance Level and Data Conpleted. Required
only for access requests to the classified AFEMS

10 Bl dg/ Post/ Room Number. Sel f expl anatory.

11 Wor k Tel ephone/ DSN Nunber. Self expl anatory.



SECTION 11

BLOCK NUMBER
1

A

ACTION/ INFORMATION
Conpl ete using the followi ng so your user account can be
establ i shed to support your work functions:

Check as appropriate. Check as many user profiles that
apply to your position. At |east one user profile nust
be sel ected:

Air Staff Policy (USAF). Establishes equi prent

and vehicl e managenment policy. Provides program
direction to MAJCOVS via the USAF PD and PMD. Perforns
readi ness assessments and mi ssion sinulations. Approves
HQ USAF control |l ed equi prent. HQ USAF Surgeon Genera
approves and controls all mnedical item allowances.
ot ai ns deci si on nanagenent products.

MAJCOM  Eval uates and recommends equi pnent al | owance
change request depositions. Reviews and coordinates
SERD. I npl enents USAF PD and PMD t askings. Assesses
force structure changes. Forecasts tine-phased

equi prent requi renents. Maintains reporting

organi zation files. Authorizes command controlled

equi prent. Determ nes assets disposition for excess
base funded itens. Tracks in-use assets. Identifies
war reserve materiel and vehicle requirenments. Perforns
readi ness assessnents and sinulations. Obtains decision
managenent products.



AFEMS Pol i cy/ System (Policy). Mintains the overall
surveill ance of AFEMS t hrough continuous review and
anal ysis of allowances, authorizations, and deci sion
managemnment products. |nplenments USAF PD and PMD
taski ngs. Assesses inmpact of structure changes.
Moni t ors AFEMS transactions history informtion and
functional statistics.

AM  Maintains allowance standards. Coordi nates and
adj usts equi prent al | owances based on force structure
changes. Reviews and establishes all owances for
approved SERDs. Processes all owance change requests.
Determ nes what itens are suitable for inclusion in

al | owance standards. Conducts weapon system al | owance
standard reviews with custoners. Assesses potenti al
equi prent al | owance for interchangeability and
substitution relationships. Mnitors allowance
statistics. Obtains decision managenent products.

ACM  Assesses overall weapon system supportability and
readi ness. I nplenments USAF PD and PNMD requirenents.
Assesses inpact of force structure changes. Conpiles
budget estimates for POM devel opnent. Revi ews SERDs.
Moni t ors execution of weapon system nanagenent plans.
Revi ews in-use assets and item acquisition status.
ot ai ns deci si on nanagenent products.

SS. Assesses weapon system supportability and

readi ness. Tracks in-use equi pnent assets, item

acqui sition status, allowance change requests, and
MAJCOM ti me- phased equi prent requirenents forecasts. As
directed, contracts for and submts SERDs for

eval uation, coordination, approval, and inclusion in

al | owance standards. Assesses inpact of force structure
changes. I nplenents USAF PD and PMD taskings. Submts
budget estimates for POM devel opment. Mnitors
functional statistics. Obtains decision nmanagenent
products.

I'S. Controls the buying, stockage, issue,

redi stribution, and disposition of itens. Conputes
requi renents. Determnes item substitution and

i nterchangeability rel ationships. Eval uates equi pnment
al | owance change requests and SERDs. Vali dates

requi sitions via stock control and distribution
functions. Monitors functional statistics, especially
item due-in, and IMand ALC statistics. Cbtains
deci si on nmanagenent products.

Initial Acquisition Organization. Contracts for and
subm ts SERDS for eval uation, coordination, approval,
and inclusion in allowance standards. Provides due-in
and in-use contract equi pnent asset information



| mpl enents PMD taskings. Assesses system supportability
and readi ness. Mnitors functional statistics. Cbtains
deci si on managenent products. Submits budget estinates
for POM devel opment. Wthin this profile, acquisition
contractors will not have universal read capability of
AFEMS.  Acquisition contractors will only be able to
transmt digitized SERDs to AFEMS and obtain receipt
confirmation.

EMS. Eval uates and recommends equi pnent al | owance
change request disposition. Establishes equipnent

aut hori zations after confirm ng quantities and basis of

i ssue in AFEMS al | owance standards. Confirns

redi stribution of assets. Assesses and reports

readi ness. Inplenments force structure changes.

Moni tors transaction history informati on and functi onal
statistics. Obtains decision managenent products.

Equi prent Custodi an. Revi ews pertinent all owance
standards. Submts requests for equi pment

aut hori zation. Oiginates, coordinates, and nonitors
equi prent aut horization. Oiginates, coordinates, and
nmoni tors equi prent al | owance change requests. Maintains
equi prent account records; confirns organi zati on m ssion
products.

Primary. A user with multiple profiles and nultiple
data discrimnators may want to establish a primary
account .

The establishment of a primary user account will allow
the user to bypass the USER PROFI LE and DATA

DI SCRI M NATOR screen, and proceed directly to the
account where the bulk of the work is to be conpl eted.
Not establishing a primary user account will result in
the display of the USER PROFI LE and DATA DI SCRI M NATOR
screen.

Only one account can be selected to be primary. |If
there are multiple data discrinmnators associated with
the user profile selected to be primary, enter the data
discrimnator in this colum, otherw se just check the
appropriate user profile designation

User Profile. Defines the title of the functions
all owable within AFEM5. This title is used in
conjunction with block la instructions. There is no
action required.

ACR Evaluation. |If the user profile selected allows for
t he designati on of and ACR Eval uati on (AF Form 601
Coordi nator), and the user is an ACR eval uator, the
letter Y needs to be entered. Leaving this field blank
means that the user does not have this authority.



Data Discrimnator Information. The user must enter any
data discrimnators applicable for their tasks. For
each user profile, the required data discrimnator type
is identified under the Type colum. The data
discrimnators for each profile is to be entered in the
blank line provided. |If the space provided is not
sufficient for the data discrimnators use Section |V,
(See Section IV comments on the nmethod for annotating
the information). Enter the information in accordance
with the foll ow ng guidelines.

AMID. Required for the Al owance Manager user profile.
The information is the manager ID. The format of the
information is to be a three-position al pha-nuneric code,
i.e., ABC, X1B, etc.

Item Support (IM ID. Required for the Item Support user
profile. The information is the Manager ID. The format
of this information is to be a three-position

al pha-nuneric code, i.e., ABC, X1B, etc.

Syst em Program Manager (SS) ID

Required for the System Program Manager user profile.

The information is the Manager ID. The format of this
information is to be a three-position al pha-nuneric code,
i.e., ABC, X1B, etc.

MAJCOM Required for those users selecting the MAJCOM
user profile. Enter the three-position system conmand
code, i.e., MB for Air Mbility Conmand. Refer to
attachnent B-2, MAJCOM Codes, for valid nanes.

SRAN. Required only for a user assigned to the Equi prment
Managenment Section user profile. Enter the six-character
code, i.e., FE2300 DODAAC and SRAN are synonynous in this
i nstance.

Organi zation ID. Required only for a user assigned to
t he Equi pnrent Custodi an user profile. The 12-character
organi zation I D can be obtained fromBase Supply if not
known.

Certain users are responsible for correcting errors
associated with the various data loads. |If you are
responsi ble for correcting data |load errors, then you
must check the appropriate data system desi gnator box.
In parenthesis next to each systemis the information
required to provide you with specific error correction
i nformati on through the OUTPUT PRODUCTS options. This
additional information needs to be entered as required in
t he spaces provided. The SRAN is the six-position

al pha-nuneric, i.e., FE4812. The Gl is the
four-position location code, i.e., ABCD. The MAJCOMi s
the three-position system command code. Enter al
specific informati on for which you are responsi bl e.



The users responsible for the review and correction of

t he CO01/ USAF PD Conpari son Reports need to check this
box. This report is produced during the |oad of the PD
data and will be provided to the user through the OUTPUT
PRODUCTS option. Again, your system conmand code mnust be
entered. Reference attachnent B-2, MAJCOM Codes, for
val i d nanes.

Check if you are the ALC Equi pnent Requirenent
Monitor--circle the appropriate ALC. This will provide
you with the periodic reports generated through CO001
background process, through OUTPUT PRODUCTS

NOTE: The POLI CY user profiles are provided specific
reports based on office synbol. These reports will be
establ i shed in QUTPUT PRODUCTS on a per user basis.
Ensure if you are a policy user profile that your office
synmbol is provided in Section I.

Read the requirements for protecting your user account.
If there are any questions contact your security
representative

Connectivity Path (if known). Describe the
conmuni cati ons connectivity path that your terminal wll
use to reach AFEMS. This information will provide AFENS
Hel p Desk personnel with information to help resol ve any
user access problens. |If you need assi stance contact
your | ocal conmunications representatives.

User Nane, Signature, and Date. Self explanatory.

Privacy Act Information. Read for understandi ng
requi renents to access classified information



SECTION 111

Speci al Access Requirenents. Enter the special access requirenents and a
statement to justify the rational/requirement for this access. For exanple,
Security Administrators require access to auditing reports and would need to
state that need

SECTION 1V

Remarks. Used to provide additional information. |In particular, the need to
define nore user profile/data discrimnator conbinations than can be clearly
docunented in Section Il. It is recommended that this information be grouped as

illustrated in the exanples:

MAJCOM / ELM | CT MOB
EMS / FE2300, FE4826

This will ensure all authorized accounts are accurately established. D sapproval
Statement. Rationale for disapproval of request.

NOTE: Individual disapproving the AFEM5S CO01 Access Form should return the form
t hrough the offices that coordinated on the formto the requester

SECTION V

Supervi sor’s Name, Signature, and Date. Signature validates user access

requi renent and security clearance information. O ganization Conmander’s Nane,
Signature, and Date. For other than AF base activities, the bl ock should be
signed as foll ows:

ALCs - 4 Ltr synbol
MAJCOM Hgs - 3 Ltr synbo
HQ USAF - 4 Ltr synbol

Host Chief of Supply or Designated Representative Signature. Self explanatory.
AFEMS Security Nanme and Signature. To be conpleted by the AFEMS Security
Oficer, LMSC SKS.

Di sapproval Statement. Rationale for disapproval of request. }

NOTE: Disapproving official should return the request formthrough the offices
that coordinated on the formto the requester



SECTION VI

This section is conpleted by the devel opnent contractor and is provided for
conpl et eness only.

BLOCK NUMBER ACTION/ INFORMATION

1 Login Code/User-1D. Initial |ogin/user-1D and password
created by the password admi nistrator. (NOTE: The user
will log in this user-1D and password for initial access.

The prompt will tell the user to create a new password.)
The initial user-IDis maintained in the systemand is
the only way the user may get the account reset should
the user forget the new password or be | ocked out of the
system

2 Student ID. The IDrequired to access training
functions. Used after successful access to AFEMS with
t he user-1D.

3 Data Access Granted. Self-explanatory.

4 DSD System Nanme. (C0O01.

5 CSSO Printed Nane, Signature. Devel opnent contractor
password admi ni strator.

6 Date. Self-explanatory.

7 DSN. Sel f-expl anatory.

8 Password Admi ni strator Nane and Signature. May not be

t he sane as the CSSO
9 Date. Self-explanatory.

10 DSN. Sel f-expl anatory.



ATTACHMENT B-2 MAJCOM CODES FOR AFEMS COO1 ACCESS REQUEST

SYSTEM
CMD CODE
EUR

ZEC (NEW

ESC
I NT

LOG (OLD)

MPC

Mrc

CMD
CODE

1M
2U

2G
2F

07

MAJCOM TITLE

AF El enent

- O her European Activities

AFELM LANTCOM

AFELM SCQUTHCOM

AFELM US Central Comrand

AFELM US Paci fi ¢ Comrand

AFELM US Speci al Qperations Comrand
AFELM USSTRATCOM

AF | nspect
AFMCVMI
AF Medi cal
Al r Conbat
Air Force
Air Force
Air Force
Air Force
Air Force
Cent er

Air Force
Air Force
Air Force
Air Force
Agency
Air Force
Cent er
Air Force
AFSC/ AFMC)
Air Force

ion Center

Logistics Ofice

Command (Fornerly TAC SACQ)
Audit Agency
Conmmuni cati ons Agency
District of Washi ngton
El enent
Engi neeri ng and Services

Intelligence Agency

Legal Services Center

Logi stics Command
Managenment Engi neering
Manpower and Per sonnel

Mat eri el Command (Formerly

Moral e, Wel fare and

Recreati on Center

Air Force
Air Force
Cent er

Al r Force
I nvesti gat
Air Force
Air Force

News Cent er
O fice of Medical Support

O fice of Special

i ons

Ofice of Security Police
Qper ati onal Test and

Eval uati on Center

Air Force
Air Force
Air Force
Air Force
Air Force
Cent er

Air Mbili
SAC/ MAC)

Rapi d Depl oynent Forces
Reserve

Revi ew Boards O fice

Speci al Qperati ons Comrand
Techni cal Applications

ty Command (Formerly



SPC ( NEW

Air National Guard

Air National Guard Support Center
Air Reserve Personnel Center

Air Education and Traini ng Conmand
Air University

Air Weat her Service

Def ense Audi ovi sual

Def ense Mappi ng Agency
Headquarters, US Air Force

Joi nt Comuni cati ons Support El enent
Mlitary Assistance Program Country
Pacific Air Forces

Reserve Central Managed

USAF Hi storical Research Center

US Air Force Acadeny

US Air Force, Europe

US Space Command



ATTACHMENT E-1 SPECIAL EQUIPMENT REQUEST

006

| R A | B | c | D |
| Y---mmmmmmmmee o [-=mmmmmmm e [------mm--- |
| L] If the request | | then before you submt your | |
| El is for | | request to base supply it must | |
[ | | be | |
| |- [----------- [---mmmmmmmm - [--mmmmmmm e - |
| | consisting coordinated by | approved by | refer to |

I I | of | | | I
| 1] audi ovi sual | | base- 1 evel | | AFR 700- 32, |
| | equiprent | | audi ovi sual | |Vols | &Il |
[ | | manager | | |
| 2| carpet | | | base civil | AFM 88- 15 |
| | | | engi neeri ng | |
[ | | | | |
| 3] coffee makers | | | Organi zati on | Al l owance |
| | (for break areas) | | | Commander | Standard 006]|
[ | | | | |
| 4] copying nachine | | | wi ng/ base DA or | AFR 6-1 |
| | | |tenant DA (if | |
| 5] duplicating | | | appl i cabl e | |
| | machine | | | | |
| 6] filing equiprent |patented | wi ng/ base DA | | AFM 4- 20 |
| |filing and | | | |
[ |indexing | | | |
y e | | |
| 7| |installed |w ng/base PDO | | AFR 1 and |
| | power ed | | | AFM O |
[ | storage | | | |
] e | | |
| 8| | mechani zed | base docunenta- | | AFM 4- 20 |
| | or powered |tion manager | | |
y e | | |
| 9| | saf es | base civil | | AFM 88- 15 |
| | | engi neeri ng | | |
[ | | | | |
| 10| defense reutiliza-| | | | |
| | tion MKT office | | | | |
| | (DRMO) items | | | | |
[ | | | | |
[ | | | | |
| 11] intrabase radio | base | | base CSRB | Al l owance |
| | systems | station | | | Standard 660]|
| | | | | AFR 700-18 |
[ | | | | |
| 12| | pagers | | | Al l owance |
| | | | | Standard 660]|
[ | | | | |
| 13 | t wo- way | | | |
[ | radio | | | |
[ | | | | |
| 14] locally procured | | supporting | | AFl 21-113 |
| | test, measurenent, | | precision meas- | | |
| | and diagnostic | | urement equip- | | |
| | equiprment (TDME) | | ment lab (PMEL) | | |
[ | | | | |
| 15| mmgnetic media | | supporting | base CSRB | AFR 700- |
| | typewiters | | precision meas- | | series |
| | | | |directives |
[ | | | | |
| 16] m crographics | | wi ng/ base DA | | AFR 6-1 |
[ | | | | |
| | | | | |
| 17] mi crowave oven | | | Organizations | Allowance |
| (from break areas)| | | Commanders | St andard |
| | | | | |
| | | | | |



of fice partitions

phot ogr aphi c
equi prment

records tape
(sound & visual)

phot ogr aphi c
equi prment

| base civi
| engi neeri ng

AFM 88- 15
base- | evel AFR 700- 32
audi ovi sual Vols | &I

|
|
|
|
|
manager |
|
|
|
|

supporting CSRB| AFRs 700-8

| Vol 11
| 124-18

&




ATTACHMENT E-2 METHODS USED TO SUBMIT REQUESTS FOR EQUIPMENT

|1s the itenj Does the |1s approval |[Is the re-| |
| being re- |quantity being|authority |quested | Submit your request |
| quest ed | request ed pl us|required |itemlist |using |
|allowed in |[the in-use | above the |as Budget |---------------ccmmmmmmn |
|the Allo- |quantity | wi ng/ base | Code (BC) | AF Form | AF Form | Letter|Call-in|
| wance | exceed | | | | |
| Standard? |the allowance?|level ? | 9? | 601 | 2005 | | |
[----------- [------mmmmmmm [----------- [---------- [-------- [-------- [------ [------- |
| | | | | (Note 1)| | | |
I A B I IO I
| YES | NO | NO | NO | | YES | YES | YES |
| | | | | | | | |
| | | YES | YESSNO | YES | | | |
| | | | | | | | |
AR T N N N
| | | | YES | | YES | YES | YES |
| | | | | | | | |
| | |  YES | | YES | | | |
| | | | | | | | |
I | | | NO | | | | I

NOTE 1: The custodian nmay i nput the request into AFEMS (C001) using the on-Iline
DATA TRANSACTI ON SESSI ON TRANSACTI ON ALLOAMNCE CHANGE REQUEST (TACR) if access is
avail able. This nethod will not be used if the request is for: EOD equi pnent
(FSC 1385/ 1386); special weapons; multiple itens; request which contains
classified information; CE



ATTACHMENT E-3 EQUIPMENT ITEMS THAT MUST BE REQUESTED USING AF FORM 601

Vehicles (lItens listed in

al | onance standard 01) Comment s
Fi xed CGE and Fi xed CGE and COVSEC requirenents are identified
COVBEC Equi prent as described in AFR 700-3, Conmuni cati ons-

Conput er Systens Requirenents Processing. The
AF Form 601 is used to requisition (when the

organi zation is directed) and account for these
items in AFEMS




ATTACHMENT F-1 SUPPLEMENTAL INFORMATION FOR COMPLETING AF FORM 601

BLOCK ENTRY

To Enter the mlitary address of the office to review
coordinate on the form The review ng authority coments
bl ock may be used for coordi nati on when necessary to
al I ow enough To/ From bl ocks for Base Supply and CEMO
coor di nati on.

Si gnature Unl ess otherwi se directed by this publication or
al | owance standards, the signature in the bl ock nust
be that of the COS or Deputy COS at base level. The
signatures of directors or executive officers, etc.
of other Air Force activities nust not be used.

Si gnature The organi zati on conmander or desi gnated
of ORGN representative will sign the requests with which he
COVDR (9) or she concurs. Requests not concurred in by the

organi zation or designated representative will not be
forwarded to the EM5. The commander or the
designated representative's nane and grade will also
be typed or printed. The designated representative
cannot be the primary or alternate custodian

NSN or Part For requests where stock or part nunmber is not

Nunber (11) avai |l abl e, use justification block for conplete
description of the tinme.

Al | onance If the request is not based on an all owance standard

I dentifica- enter the special ASC, for exanple 041, 048, etc.

tion (18)

Justifica- Justification nust substantiate the basis of issue

tion and contained in the allowance standard or ASC cited

Item Descri p- The use, frequency of use, application end-item

tion item weapon system aircraft, |evel of maintenance,
techni cal order, AFSC, etc., will be entered as part
of the justification. |If an increase, explain why the

current in-use quantity will not satisfy your needs.
Al requests for CGE equipnent will contain the
coordi nati on of the Base Conmuni cati ons- Conmput er

(G CS) Program Manager.

R R e e R e R R R R AR R S e R R R AR R Rk R R R AR R AR R R R R AR R

<<< REST OF FORM TO BE USED BY SUPPLY OR REVIEWING ORGANIZATIONS >>>

B o R R R R R R R R AR R S R R R R AR AR R R R R R R R ARAE R AR R R R AR R R AR R AR AR R R R AR = ]

BLOCK ENTRY

Revi ewi ng EMS personnel and/or the reviewing activity wll
enter comments to clarify action taken and/or describe
the additional information required. Preprinted |ists of
| ocally determ ned standard statenents to clarify actions
taken or describe information required may be used.



ATTACHMENT F-2 INSTRUCTIONS FOR COMPLETING AF FORM 126

BOX ENTRY

Cust omrer Nane Sel f - expl anat ory.

Account No. Enter the organi zati on and shop code assi gned
Activity Enter the nane of the shop, section, or other locally

determ ned identifier. (Exanples: 360th Cameron Engi ne
Shop, 207th TACRON Admin, etc.)

Request No. Colum A--Julian date. First position represents numeric
day of the year (001 for 1 January and enter 4001).
Col um B- - Sequence nunber, four positions. Begin the sequence
nunber with 0001 on the first day of each cal endar year
40010001 woul d represent the first request processed on
1 January 1994.

St ock No. Sel f - expl anat ory.

Noun

Qry

Type of Enter an X in the appropriate colum, (F, G or H)
Request identifying the request. (Titles are self-explanatory.)
Remar ks Enter any information that will benefit the custodian

such as nane of the individual in the section or shop
needi ng the item whether directed by higher comrand,
designated as nobility equi pnment, renmpoved from nmobility,
excess, canceled, etc. Enter "AFEM5' and the AFENS
request nunber for those TACR input on-line into the

AFENMS (C001) .
Dat e Enter date custodian actually received the itemand the
Conpl et ed date the transaction is reflected on the Daily Docunent

Regi st er (D04)



ATTACHMENT 1-1 PROPERTY CATEGORIES EXCLUDED FROM EXCHANGE PROGRAM

FSC

Group Nomenclature

Weapons

Nucl ear Ordnance

Qui ded M ssiles

Aircraft and airframe structural components

Aircraft and conponents and accessories

Aircraft |aunching, |anding, and ground handl i ng equi prent

Shi p and nmarine equi prent

Rai | way equi pnment

Beari ngs

Wbodwor ki ng machi nery and equi pnent except |lathes, mlling
machi nes, and saws (circular or band)

Met al wor ki ng machi nery except drill presses, lathes, mlling
machi nes, and saws (circular and band)

Rope, cable, chain, and fittings

Refrigeration and air conditioning equi prent

Fire fighting, rescue, and safety equi pnent

Furnace, steam plant, drying equi pnent, and nucl ear reactors
Pl unmbi ng, heating and sanitation equi prment

Water purification and sewage equi pnent

Pi pes, tubing, hoses, and fittings

Val ves

Hand tool s

Har dwar e and abrasi ves

G oup Nonencl ature

Prefabricated structure and scaffol di ng

Lunber, mllwork, plywod, and veneer

Construction and building materials

Chemical s and chem cal products, except nedicinal chem cals

O fice supplies and devices, except cards, tabul ating

Textiles, leather, and furs

d ot hi ng and i ndi vi dual equi prent



CHAPTER 9 SPRAM
SECTION A SPRAM PROCEDURES
9.1. CHAPTER SUMMARY

This chapter provides the procedures for maintaining and saf eguardi ng SPRAM
assets.

NOTE: As we go to press, the Air Force is changing the policy on how we issue,
account, and report SPRAM assets. Until new SPRAM procedures are devel oped,

pl ease coordi nate with your Chief of Supply to deternmi ne | ocal SPRAM procedures.
This chapter will be anended when the new SPRAM procedures are finalized.

9.2. OVERVIEW

This section describes the various types of SPRAM assets and how to obtain
them from Base Supply. It also defines the responsibilities and approval
authority for the various |evels of managenment fromthe Logistics G oup Comander
to the primary and al ternate SPRAM custodi ans. The procedures for issue and
turn-in, deploynment and/or transfer of SPRAM assets, and the nmandatory
docunent ati on required for SPRAM custodi ans to nmaintain are al so addressed.

9.3. SCOPE OF SPRAM

9.3.1. Definition. SPRAM assets are identified as ERRCD code XD itens.

Mai nt enance personnel use themto perform functions such as detecting or
isolating faults, calibrating or aligning equi pnent, and duplicating an active
systeminstalled in an aircraft or on on-line equi pment. In addition, SPRAM
includes itens in the 21-series TOs and are used to conduct approved AETC

trai ni ng courses.

9.3.2. Managenent. SPRAM assets are nanaged on in-use detail records accounted
for by Base Supply. |In-use details provide the Item Manager with Air-Force w de
visibility of XD assets for requirements and buy conputations. This ensures

addi ti onal SPRAM assets are procured if requirements exceed asset availability.
Recover abl e assets accounted for by a different method, such as supply points, do
not require transfer to SPRAM detai | s.

9.3.3. Retention. SPRAMTflag is a code used to identify the types of
requi renents authorized for retention of SPRAM assets. SPRAM aut hori zed docunent
codes are identified in attachnent A-2.



9.4. SPRAM RESPONSIBILITIES

9.4.1. Major Commands. All SPRAMrequirenents as of 1 May 97 will be forwarded
to MAJCOM headquarters for subnmission to the SPD direct. Data should include the
stock nunber, quantity, end item supported, (i.e., C135) and justification

Once MAJCOM recei ves SPD approval with supporting docunentation, the MAJCOM wi | |
notify the supported activity to requisition the asset. The supported activity
will requisition assets using transaction exception code R, project code 428, and
demand code | on the 1SU  Process an SPR to create requi sition using denand code
I, project code 428. These requisitions will be passed to DO35A and pl aced in
suspended status until the SPD can be contacted to ensure funding is avail abl e.
The item manager will nodify the requisition to include the SPD fund code. The

I M nust not source a SPRAM asset until the SPD has approved and directed the I M
to do so via application of the fund code. To process the requisition before
SPD' s fund approval is a direct violation of the antideficiency act. These
requisitions will require cl ose managenment as the SBSS does not have specific
programm ng to restrict unauthorized SPRAM transactions. Docunentation

aut horizing the free i ssue nust be nmaintained as | ong as the authorization
exists. (This is a tenporary fix until inplenmentation of the gl obal conbat
support system) Future requisitions will have SPD fund code on the requisition
prior to subm ssion. Require all supported activities to publish SPRAM cust odi al
responsibilities in Custoner Training Guides. Custodial responsibilities wll

i nclude as a m ni mum

9.4.1.1. Reviewjustification for SPRAM aut hori zati ons concurrent with the
annual inventory.

9.4.1.2. Specifically deternm ne whether the original justifications are stil
valid and validate annually.

9.4.1.3. Delete invalid SPRAM aut hori zations, turn in excesses and cance
unneeded requisitions.

9.4.1.4. Miintain justification docunmentation for all SPRAM aut hori zations unti
the authorization is del eted.

9.4.2. Logistics Goup Commander (or equivalent). Wthin the Scope of Specified
Responsi bilities and Authority.

9.4.2.1. Reviews and certifies as the approval authority, all requests for SPRAM
aut hori zati ons submtted by SPRAM cust odi ans.

9.4.2.2. Ensures all SPRAM assets are properly maintai ned and saf eguar ded.
NOTE: The above procedures may be del egated by the Logistics G oup Conmmander to
t he Mai ntenance Squadron Conmander. Del egation bel ow that |evel is not

aut hori zed.

9.4.3. Ogani zati on Conmander.

9.4.3.1. Ensures all m ssion-essential SPRAM assets are on-hand or on-order to
support the assigned or progranmmed functions and unit m ssion



9.4.3.2. Appoints capabl e individuals as SPRAM cust odi ans and al t er nat es,

i ncl udi ng establishment, change, or cancellation of SPRAM accounts. Custodi ans
may be conmm ssioned officers, nonconm ssioned officers, or civilians and nust be
mut ual |y agreed upon by the organi zati on commander and the Logistics G oup
Commander. This applies to active duty Air Force and Reserve personnel. Foreign
nati onal s or | ocal wage rate enployees (foreign nationals in host countries) may
be appointed as primary or alternate SPRAM custodi ans only when they may be held
peculiarly liable under the | aws of the host country.

9.4.3.2.1. Ensures primary and alternate SPRAM custodi ans, not previously
trained, attend training provided by the COCS Cust odi ans and al t ernates who
have performed these duties within the past 2 years will report to Equi prent
Managenment or Supply Training on assignnent to be briefed on command suppl enents.

9.4.3.2.2. Ensures qualified individuals are presel ected as SPRAM cust odi ans on
all unit deploynments. Individuals will be identified to the host COS to receive
trai ni ng regardi ng nmanagenent of SPRAM assets during depl oyment.

9.4.3.2.3. Ensures personnel are aware of policies and guidelines established in
AFR 20-14, Managenent of CGovernnent Property in Possession of the Air Force (to
be replaced by AFl 23-111).

9.4.4. Primary and Alternate SPRAM Cust odi an.

9.4.4.1. Upon assignnment, schedules training or a briefing on responsibilities,
current policies, and procedures w th EMS.

9.4.4.2. Perfornms inventory of SPRAM assets as identified on the R25, SPRAM
Report List, which is furnished by EVM5 upon change of primary custodi an, when you
or your organi zation commander/staff agency director (or a higher authority)
requests an inventory, or when your MAJCOM deens an inventory be acconplished
nmore often. Delete any invalid SPRAM aut hori zations, turn in excesses and cancel
unneeded requisitions. Maintain justification docunmentation for all SPRAM

aut hori zations until the authorization is deleted.

9.4.4.3. Review and validate justification for SPRAM aut hori zati ons concurrent
with the annual inventory. Specifically determ ne whether the original
justifications are still valid and annotate annual validation. Certifies all
aut hori zations are current and necessary for m ssion support.

9.4.4.4. Verifies the R25 received fromthe EM5 to ensure data are conplete and
accurate. Signs and returns the R25 to EMS within 15 workdays fromthe
producti on date on the R25 (off-base organi zati ons are all owed 30 wor kdays).

9.4.4.5. Reports at once, any incorrect authorizations and excess on-hand assets
to the EMS.

9.4.4.6. Furnishes all information and docunmentation required to change SPRAM
records to be relieved fromaccountability or responsibility for itenms |ost or
destroyed.

9.4.4.7. Makes sure the custody account has been properly transferred to the new
cust odi an when responsibility ends, and the custodian is cleared by EM.



9.4.4.8. Performs initial and periodic inventories when required or requested by
personnel. Ensures that all itens are on-hand and servi ceabl e. Assists Base
Supply personnel when inventories are performed by Base Supply.

NOTE: Normally, inventories are perfornmed by the respective custodi ans.

I nventory of SPRAM accounts is perfornmed by Base Supply personnel only when the
organi zati onal conmander or staff agency director requests it in witing, and the
request is approved by the Chief of Supply. Al such requests nmust be conpletely
justified, noting specific discrepancies that cannot be resolved by requesting
organi zati on.

9.4.4.9. Provides justification citing supporting documentati on when requesting
new or increased SPRAM aut hori zati ons. Supporting docunentation includes TO

ref erences, mai ntenance directives, correspondence, etc. The nethodol ogy for
conputing the SPRAM quantity will be included in the justification. For exanple,
a mai ntenance directive states a quantity of two SPRAM assets are required per
aircraft and 24 aircraft are assigned to the organi zation. The SPRAM quantity
aut hori zed under this justification would be 48 each

9.4.4.10. Prepares and forwards authorization, issue, and turn-in transactions
subj ect to SPRAM managenent. Obtains the Logistics G oup Commander (or
equi val ent) signature for authorization changes.

9.4.4.11. Perforns a due-out validation with the Requisitioning Element in Base
Supply (see chapter 5).

9.4.4.12_. Establishes an accounting nethod or systemthat allows inmediate
identification of SPRAM assets stored or used outside the custodian's workcenter
This may be done by using hand receipts (AF Form 1297), logs, letters, charts,
etc., and is normally docunmented in a local M.

9.4.4.13. Provides EM5 a listing of all SPRAM assets to be depl oyed or
transferred.

9.5. ISSUE AND TURN-IN OF SPRAM ASSETS

NOTE: As we go to press, the Air Force is changing the policy on how we issue,
account, and report SPRAM assets. Until new SPRAM procedures are devel oped
pl ease coordinate with your Chief of Supply to deterni ne | ocal SPRAM procedures.
Thi s paragraph will be anended when the new SPRAM procedures are finalized

9.6. DEPLOYMENT OF TRANSFER OF SPRAM

VWhen it is necessary to deploy or transfer SPRAM assets, the SPRAM
custodi an nmust provide the EMS a listing of all itens to be transferred or
depl oyed indicating the duration, |ocation, and any special actions required.
The custodi an determines if any requirenments on order at the tine of transfer
action should remai n on-order or be cancell ed.

9.7. SPRAM CUSTODIAN FILES

The foll owi ng nandatory itens should be mai ntai ned by the SPRAM cust odi an
to determ ne the status of the SPRAM account.

NOTE: Additional docunentation nmay be maintained at the option of the custodi an



9.7.1. Appointnent Letter. A current copy of the primary and alternate custodi an
appointnment letter with certificates or letters indicating dates Base Supply
SPRAM trai ni ng was conpl et ed.

9.7.2. R25 SPRAM Listing. A signed verified copy of the current R25 SPRAM
listing indicating all authorizations are valid and assets are in the possession
of or accounted for by the custodian

9.7.3. Custodi an Request Log. A copy of AF Form 126, Custodi an Request Log,
wi th suspense and conpl eted docunentation submtted to Base Supply. Conpleted
docunent ati on may be destroyed upon recei pt and approval of a new R25 listing

9.7.4_. Supporting Docunentation. All supporting docunentation for (all) SPRAM
assets authorized on the account. Authorized docunent codes are contained in
attachment A-2. Justification docunentation will be validated annually and

mai ntai ned on file until the SPRAM aut horization is deleted. Al copies of hand
receipts, logs, letters, etc., used to identify assets stored or used outside the
cust odi an' s wor kcent er

9.7.5. Records of Assets Of-Base. Al records of assets that acconmpany end-
items (that is, aircraft, test stations, etc.) off-base for other than

depl oyments. A copy of the correspondence directing the novenent of the assets
wi th applicabl e nodel and serial nunbers. |If end-itens return wi thout the SPRAM
assets, the depot or using location will be tasked to return the assets, provide
a repl acenent, or accept accountability. Coordinate with the EM5 to process
turn-ins and shipnments to the gaining location, if required. Maintain copies of
turn-ins and shi pnment docunentation until an updated R25 is approved and fil ed.

9.7.6. D18 and MBO Listings. Current copies of D18 and M30 due-out validation
listings until superseded.

9.7.7. Relief of Accountability Docunmentation. All copies of docunentation
requesting relief of accountability for assets |ost, damaged, or destroyed until
updated R25 listing reflects all actions have been conpleted and the R25 is
signed and fil ed.

9.7.8. Daily Docunment Register D04. Copies of the D04, Daily Docunent Register
reflecting all transactions affecting the SPRAM account. Maintain until receipt
of updated and signed R25 listings are received.



ATTACHMENT A-1 SPRAM FLAG
Al.1.1. PURPOSE

To list the SPRAM fl ag codes used to identify the type of requirenents
aut horized for
retenti on of SPRAM assets.

CODE  TERM DEFINITION

A St and- Al one Spar es Assets used in place of test, measurenent, and
di agnostic equi pnent (TMDE) to calibrate, align, or
repair an item The asset could be used as an
active spare in support of a
particul ar end-itemsystem An exanple is a
digital controller that is used to calibrate a
C 141A aircraft altitude headi ng
reference system (AHRS) transmtter and al so used
as an active spare to support the C 130H aircraft
conpass system The digital controller is wused in
place if a synchro readout device (TMDE) when
calibrating the G 141A aircraft AHRs transmitter
Normal Iy, this application is used when TMDE is
nonexi stent or too costly to obtain.

B Test-Station Spares Assets located with but not component parts of, the
basic set as listed in the applicable IPB of the
TO An exanple is a TRU used to repair the test
station. Test station spares do not include bench
nockup assets mai ntai ned on account abl e supply
records according to procedures in part 2, chapter
22.

D 21- Series Techni cal Assets identified in the applicable 21-Series O der
Assets TO for a particular aircraft or mssile MDS
assets in the 21-Series TO are divided into three
cat egori es:

(1) MSPE. Assets in section | of the 21-Series TO
are used to protect aircraft or mssile
m ssion from danage, or to nmake it safe for
mai nt enance.

(2) AME. Assets in section Il of the 21-Series
TGOs are used to configure an aircraft or
mssile for one of its operation m ssions.
They can be installed and renpved.

(3) CPSE. Assets in section I1l of the 21-Series
TGCs are used for life support and confort of
crew and passengers.



F Faul t 1sol ation Assets used to detect or isolate a fault or Spares
a problemin Spares on-line equi pnent such as
aircraft, mssile, or comunications systenms, test
etc. These spares are required by the applicable
mai nt enance TOs or service and repair publications
to conpl ete troubl eshooting of a malfunction
system An exanple is a printed circuit board
used to isolate a like circuit board which is
i noperati ve.

S Shop- St andar ds Assets established as an aut horized or Spares
recogni zed nmeasure that used to determ ne the
accuracy of various neasurenents in other assets.
Shop standard spares are typically used by avionics
mai nt enance shops when the accuracy of a |like spare
or system must be established and vali dated.
Exampl es of shop-standard spares are seal ed
conponents such as a gyro, an aircraft instrunent,
or indicator, etc. Shop standard spares differ
fromfault isolation spares in that they are used
as a noninstalled auxiliary conponent of test
equi prrent .

T Trai ni ng Spares Assets used within approved AETC training courses.
These assets are used to conduct formal instruction
on the repair and mai ntenance of the item
Training spares will only be authorized in support
of training courses as outlined in AFR 50-5,
speci al AETC courses established by appropriate
authorities, and MIS including those listed in the
MIS suppl enent to the STEP. Training spares are
restricted for AETC use only. Training spares
cannot be installed on on-line operational systens
(i.e. aircraft, mssile, comunications, etc.)
wi t hout prior maintenance repair action.

4 O her Assets Assets used by mai nt enance personnel for the test,
repair, or evaluation of an operational system not
ot herwi se identified.

NOTE: This is a one-digit code used to define what SPRAM asset is used for. It
is |l oaded on the SPRAMin-use detail with the two-digit al pha docunment code (see
attachment A-2) to determine the basis for the SPRAM aut hori zation



ATTACHMENT A-2 SPRAM AUTHORIZED DOCUMENT CODES
A2.1. PURPOSE

To provide a list of authorized docunent codes for SPRAM assets.

FIRST DIGIT DEFINITION
Manual
Regul ati on
TO

Letter
Message

O her

oorHxmZ

SECOND DIGIT DEFINITION

Headquarters USAF
MAJCOM

AFMC

Local

—r>ZC



